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: ; Oxecutive Pride is justified when a 
i ‘the office appointments command the 
‘ respect and admiration of customers and i : 
: business jensicstalile alike."Yand E” Style- a 


: Master Steel Office Suites are a a proud 
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KEY TO A TYPIST’S HEART 


Here's a new typing feature . . . the smoothest, easiest, quickest way 
you've ever known, to turn out letters any boss will be proud to sign. 
Keyboard Margin Control,* we call it. Your fingers never leave the keyboard ...a 
flick of the keys, and both margins are set—click! Now you can have margin setting 
where it really belongs ...on the keyboard. It steps up performance, steps down 
fatigue. You'll find it only on the Remington KMC*— the latest of many reasons why 


more Remingtons have been bought than any other typewriter. See it today! There’s 


Key Trip instantly releases mis-stroked nothing else like it in typing! 
that jam—no more smudged fingers 


‘Position, 3-Track Ribbon Control saves you 
money, gives one third more ribbon usage 


o 
rey 

= 
= 


= RR a 
Longer Writing Line often eliminates the *KMC and Keyboard Margin Control, T. M. THE FIRST NAME IN TYPEWRITERS 
need for an extra, wider carriage machine © 1947 by Remington Rand Inc. Makers also of world-renowned Remington Rand Portable Typewriters 


methods and personnel is published monthly by Andrew Geyer 
Business, Editorial, Circulation and Production Department, 260 Fifth Ave., New York. Entered as second class matter on 


Subscription $2.00 per year in United States 


at New York, N. Y 


Ossessions, Mexico and Cuba; $3.00 all other countries. Printed in United States. 
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FEDERBUSH NG BINDERS! 


These are ring binders: bt all the operating efficiency and durability that distinguish champions — 
on the track or in the offi \Painstakingly designed and constructed, they always do their job of mak- 
ing your job easier! Immed ly available. Packed 2 to a box. 

FABRIC HINGE RING BINDER 


FABRIC HINGE RING BINDER 


STYLE RE. Binding: Flexible Black Imitation STYLE RJ. Binding: Black Imitation Leather, 
Leather with pocket, blind tooled; metal parts blind tooled; stiff covers; metal parts highly 
highly nickel plated with triggers. nickel plated with triggers. 


STYLE RH. Binding: Full Canvas; medium 
weight binder board, stiff covers; metal ports 
highly nickel plated with triggers. 


PRICE BOOK ] METAL HINGE RING BINDER 
with Label Holder 


METAL HINGE RING BINDER 
with Label Holder 


STYLE RE. Binding: Flexible Black Levant 
Grain Imitation Leather with pocket, blind 
tooled; bound in steel ring protector strips; 
metal parts highly nickel plated with triggers. 


EDERBUSH 


91 SEVENTH AVENUE’: NEW YORK 11, N. ¥. 
When It Comes to Binders — Come to Binder Medien ... or Write for Our Complete Catalog. 


STYLE RJM. Binding: Full Black Levant Grain 
Imitation Leather, blind tooled; stiff covers; 
metal parts highly nickel plated with triggers. 


STYLE RHM. Binding: Full Canvas; stiff cow 
ers, medium weight binder board; metal ports 
highly nickel plated with triggers. 
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GIVES ALL THREE 


i. BEAUTY 
2. LONG LIFE 
3. ECONOMY 


Also 2, 3 or 
5-Drawer Sizes 


We also manufacture a 
complete line of steel 
storage and wardrobe 
cabinets. Write today 
for full information. 


Extra strong! Sturdy 6- Torque plate reinforce- As . 
a frame, 7 id cross- png ord y memaoponnd ee 5 
— ~~ ——. i eer T cuipment Files. They're packed 


e lasting satisfaction, and they’re 


7 


with features that a 
more economical. 


SEEMS pension cradle guarantees smooth-action 
See cever there are moving parts on an A-S-E file, 
Seema them frictionless. 


ALL-STEEL EQUIPMENT FILES 


hovement, positive side locking follower block is 
Spy adjustable every % inch. Drawers pull out even with 
Mle, giving 26'2-inch lineal filing space. 


= 


e For information on these and other hidden A-S-E features, 
write today for complete information. There’s no obliga- 
tion, of course. 


g. ¢ Eproof fin- 
i“ E vetijly +++ FOR BETTER FILES—BETTER SEE A-S-E... 


ALL-STEEL EQUIPMENT, INC. 


300 CLEVELAND AVENUE, AURORA, ILLINOIS 
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@ HEKTOGRAPH AND SPIRIT 
CARBON PAPERS 


@ DUPLIFORMS 
(Printed Master Units) 


@ CARBON PAPER 
RIBBONS 


@ CARBON ROLLS 


To make a good impression 


Old Town 


RIBBONS - CARBONS - DUPLICATING SUPPLIES 


@ AND RELATED ITEMS 


RIBBON & CARBON CO. INC. 

Foremost makers of Ribbons and Carbons for Every Use 
750 PACIFIC STREET, BROOKLYN 17, NEW YORK, N. Y. 
Sales and Service Everywhere 


ee a a 


Dear Lops ie gsi 


@ STENCIL 
DUPLICATING INKS 


@ DUPLICATING FLUID 


@ HAND CLEANSING 
CREAM 


@ DUPLICATING SUPPLIES 


@ TYPEWRITER AND 
PENCIL CARBONS 
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we 
- 1tEMPORARY 


With anvil outward, tem- 
porary fastening. 


Sometimes you want a clinched staple for permanent 
fastening, sometimes you want a pin staple that can 
be easily removed. The Neva-Clog J-60 does either 
job for you, the change being made with a flick of 
the finger on the knob that shifts the anvil for you. 


NEVA-CLOG PRODUCTS, INC. 


BEDOUBLE PURPOSE-DOUBLE VALUE 


NEVA-CLOG J-60 


=  — — PER 
. a : FASTENING 


With anvil inward, per- 
manent fastening. 


Quiet, positive, easy fastening for every fastening 
job that needs to be done in every office. The girls 
like it because it works smoothly and saves them so 
much time in vertical filng. The boys like it because 
it's rugged and stands hard usage. Everyone likes 
it for it’s flexibility of use. 


BRIDGEPORT 1, CONN. 


IN CANADA—CANADIAN STAPLES LTD., MONTREAL 
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goes the Craftsmanship that time alone can teach. 
With all her skill and diligence, the frontier seamstress falls 
behind the seamstress of today . . . for between the two lie 
years of PROGRESS .. . years of testing, proving, experi- 
menting. So, too, in the manufacture of ring binders, Feldco 
craftsmen draw from the accumulated knowledge of 75 years’ 
concentrated endeavor . . . your assurance of greater durability 
and longer service. 


Pictured here is a specimen Loose Leaf Zipper Case Ring Binder from Feldco’s 
200 Line. Full bound in heavy weight Baby Boar Grain Simulated Leather, 
made especially for Feldco . . . two large pockets . . . reinforced zipper on 
three sides , . . extra large gusset . . . bound-in ring protector strip . . , welt- 
edge binding. Duotone cross grain Leatherette lining . . . first grade full 
length nickel finish metal mechanism with boosters, 1” oval rings. Available 
in four standard sizes, assorted colors. 


FOR FURTHER INFORMATION SEE YOUR DEALER OR WRITE TO: 


FELDCO Loose Leaf CORP. eiicxe8 so kino: 
NEW YORK « 25 CENTRAL PARK WEST + PHONE €O-5.0282 + PACIFIC COAST - 788 MISSION ST. SAN FRANCISCO = PHONE DOUGLAS #56 


406 SO. MAIN ST; Los ANGELES +» PHONE MICHIGAN 2646 
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DONT GUESS—DONT GAMBLE/ 


You'll find no mumble-jumbo—no spells and 
incantations necessary—when you call in your 
M & V ANALYST for help in selecting carbon 
papers and ribbons.. He KNOWS how to help 
you in these three important ways: |—Better 
Letters; 2—Clearer Copies; 3—Lower Costs. 


His thorough training and long experience 
have made the M & V ANALYST an expert in 
his field. He knows where to look for the cause 


N r 
e ) 


MITTAG AND 


ESTABLISHED 


FINE CARBON PAPERS & INKED RIBBONS - PARK RIDGE, NEW JERSEY 
OFFICE MANAGEMENT AND EQUIPMENT 


of blurred characters and ugly carbon smudges. 
He will show you how to eliminate waste, cut 
costs, and still make your letters stand out clear 
and sharp. 


Write us today for the name of the M & V 
ANALYST nearest you. Call him in to make a 
careful examination of all your typing problems. 
He will give you specific recommendations, 
without obligation. 


VOLGER, INC. 


August, 1947 9 A 
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Announcing... 


the best performing /]]/ desk pen set in years 


timc — _ iin 


The new Esterbrook Elevator Desk Pen Set is here! New ‘‘Conference’’ Feed holds ink for 50% more 
This is the set that Esterbrook has worked years words without re-dipping. 


to develop. Look at all its many advantages: Patented Ink Elevator prevents ink “surge” ... 

Fill like an inkwell. No more turning bottles up- = nw ats just Che eight aenent ot 

side down ... no more ink-stained fingers. As — 

easy to clean as it is to fill. The right point for the way you write. Your choice 
of the famous Esterbrook Points ... each in- 

Big non-tip base comes in colors. Holds a full 2- stantly renewable by the user. 


ounce bottle of ink. Ask your Esterbrook representative to show you 


Snug fitting socket holds pen firmly . . . reduces ink this revolution in writing. Or write for complete in- 
evaporation to the absolute minimum. formation. The Esterbrook Pen Company, Cam- 

den, New Jersey. In Canada: The Brown Brothers, 
New knurled finger grip for greater writing comfort. Ltd., Toronto. 


DESK PEN SET 


WITH THE RIGHT POINT FOR THE WAY YOU WRITE 


OFFICE MANAGEMENT AND EQUIPMENT August, 194 


= . =— i e 
co. a a i 1 ‘ 
a = = | 
: 4 a = / = 
‘ : = 
a = j = 
2 ; : PF | = 
— = | ¥ = 
: : a k 
a Pe, = = = : 
ies = = ki 
oe ee == >= 
_ = coe es spe ee & 
4 j S i "Ome . —— 7 
8 iii _ 
“f eed Fit 7 ‘i 
cae. = 
oe 
a Be 
=o 
¢ * 3 V aN) 
— iw ; V OR “wi 
q 5 g r 
— ewe Teg THE INK UPL We 
ae _ ys LIFTS THE IB? a 
a. Le ee < 
ta Rate te & 
o PC cA 
a . 
aaa 
Zé — t 
: ar 
is we * ees Fee ate a : eek “1 ‘ = - oe i Paes » Ne 2 ae . 
i ee) a a ed |. ee ee ae se - > oe aa Cie ig een i | ie 


di 


j Bhaceloe ofa Bloke 


Polowe Hieleablse 
eee Jucalive Nerv 


bbewer Mest: | ————— 
+\' at Kelerawe | — 


H hi hiss 


mre, € +t 


“: ok 


A Line of 
Filing Equipment 
with Outstanding 

Features 


Available in 2, 3 and 4 drawer 
models, with or without the exclu- 
sive Invincible Concealed Safe Unit. 
(See below.) 


A selection of four beautiful eye- 
appealing finishes: olive green, 
grained walnut, grained mahogany 
and the new Modernaire gray. 


Filing of letters is faster, neater and 
more efficient with INVINCIBLE'’S 
new Positive Locking Compressor. 
Positions easily, locks firmly, releases 
with a finger touch, slides smoothly. 


All three heights come in standard 
letter and legal sizes. All fittings 
are metal. Cradle-type drawer sus- 
pension has super strength for max- 
imum drawer load. 


EXCLUSIVE! INVINCIBLE’S Concealed 
Safe Unit . . . Combination Lock 
equipped . .. asbestos fire protec- 
tion . . . armor plate door .. . full 
height hinge . . . three point lock. 


A patented feature available only to 
Invincible users because only the IN- 
VINCIBLE line of metal filing cabinets 
has them! It offers guaranteed security 
for your valuables and papers in your 
home cr in your office. 


pll details on INVINCIBLE, write File Headquarters . . . Invincible Metal Furniture Co., Manitowoc, Wis. 
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A well-known trade mark reflects the character 
of the manufacturer. It is your guarantee that 
each item sold under that brand will be of the 
highest quality. No manufacturer with an es- 
tablished reputation for high quality merchandise 
can afford to jeopardize his trade mark by offer- 
ing substandard quality under that brand name. 
That is why when you see the Justrite Trade 
Mark shown above you can rest assured that 
you are getting the finest office products avail- 
able. 


P 


WHAT THE JUSTRITE TRADE MARK MEANS TO YOU 


As a further protection only recognized office- 
supply dealers carry Justrite office products. 
That means that the merchandise is always in 
the best hands . . . that this dealer is up-to-date 
and can offer you the latest improvements in 
office supplies and equipment. 

Among the many office products bearing the 
Justrite label are Rubber Bands, Stamp Pads 
and Inks, Daters and Numberers, Sheet Protect- 
ors, Desk Protectors, Erasers, Index Tabs, Rubber 


Cement—all backed by Justrite integrity. 


LOUIS MELIND COMPANY 


362 West Chicago Ave., Chicago 10, Ill. 


BRANCHES IN: NEW YORK — DETROIT — LOS ANGELES — SAN FRANCISCO 
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The New 


CCA Photo Reproducing 


Equipment & Supplies 


IDENTICAL COPIES OF ANYTHING WRITTEN, 
DRAWN, PRINTED, TYPED OR PHOTOGRAPHED 
ON ONE OR BOTH SIDES— 


Actually reproduced 


Simple To Operate 


Actual size copies are easy to make 
from any opaque or transparent 
original, |- or 2-sided. 


No Darkroom Required 


Ordinary lighting does not affect 
Viseco sensitized papers when handled 
as in normal use. 


Sharp, Clear Prints 


Result when the simple instructions 
furnished with each machine are fol- 
lowed. Even pencil notations on 
originals will be reproduced. 


Write for folder giving details of the new Viseco 
Reproducer, Drier and supplies. 


Sales are made only through dealers, give your stationers name. 


Legal Reproductions 


Viseco negatives or prints are accept- 
ed as legal copies in all courts. 


Many Uses 


Every office needs copies of valuable 
nriginal plans, artwork, statistics, re- 
ports, legal papers, forms, etc. for 
study and to avoid damage or fear 
of loss. 


Viseco Papers and Supplies 


Their uniform high quality gives bet- 
ter results on any make of machine, 


THE VICTOR. SAFE & EQUIPMENT CO., INC. 


1, 1947 


NORTH TONAWANDA, NEW YORK 
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another fast mover © 
in the quality Maso liné 


THE NEW MODEL 


Streamline 
UTILITY 
STAND 


@ Hard-tempered Masonite Top 
@ All Steel Tubing 

@ Precision Built; Quality Materials 
@ Ample Leg-room 
@ Easy Portability 


No. 1620 


@ Continuous Piano Hinges 
@ Solid 4” Plated Steel Braces 


TAKES MOST OFFICE MACHINES 
_A top quality, heavy-duty, sturdy steel stand with — 
a dozen uses. Snag-proof, clatter-proof. Built for 
lifetime service and comfort for the worker. \ inch — 


%" WOOD TOP UTILITY STAND 


Superior quality, scientifically designed 
for greater efficiency. Tube steel legs, free 
rolling casters, patented drop-leaf arms. 
Warpproof wood top; finish, natural or 
walnut. Open, 1414 x 36 x 27 inches high. 
Ship. Wgt. 21 Ibs. K. D., F. 0. B. Chicago. 
NOTE NEW ADDRESS 


MASO STEEL PRODUCTS re 


i i MSO MAREE BETTER ONE .} .§ a CHICAGO 7, ILLINOIS © 


Start this beauty siuliiae for you. 
Free catalog, newspaper mats avail. 
ORDER TODAY 
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Parker Quink with Solv-x! 
Have you ever made a test to find the best ink writing fluid that is ideal for every office use. 
4 for your office? Quink won’t fade! Even after hundreds of 
Y= Try it... you'll find there’s a world of dif- hours in blazing sunlight, records written with 
ference in inks. Some gum and clog, some Parker Quink stay clear and sharp. It resists 

fade easily, some will ruin pens and equipment. water—it photographs perfectly! 

But you will find that Parker Quink pre- And it costs no more than ordinary inks! 
vents metal corrosion and rubber rot because it Give Quink a trial—see for yourself why it is 
is the only ink containing pen-protecting solv-x. “standard equipment” in so many big offices. 

Solv-x actually stops pen troubles before Full range of colors; 4 permanent, wash- 
they start! able. At all good dealers and supply houses. 

STAND Quink with solv-x is America’s biggest selling The Parker Pen Company, Janesville. Wis- 
designed ink—a brilliant, smooth-flowing, fast-drying consin and Toronto, Canada. . 
yer Copr. 1944 by The Parker Pen Co. 


FREE: 


Attractive, colorful booklet 
that shows-all, tells-all about 


atural or 
ches high. 
, Chicago. 
Quink with solv-x. Filled with facts, photo- . 
e graphs, and testimonials . . . proof of Quink’s superi- 
3 i" “Wt SOWKH ority. A handy selling aid you'll want to show your 
; prospects! Write The Parker Pen Company, Dept. 


7, Janesville, Wisconsin . . . for your free copy today! 
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INTRODUCING 


The Champ.—The New ALUMINUM DESK TRAY Precision Made by Expert Cratts- 
men. 


Streamlined, smooth as velvet and exceptionally strong, this new tray is a real 
champion. All plastic, wood, steel and other types of desk trays suffer by com- 
parison when matched with this lightweight beauty. Its graceful lines and rich 
baked enamel finish will add to the appearance of your desk or table. Select 
the finish that harmonizes with your office furniture; then place your order today. 
You will say it was the best and smartest purchase you ever made. 


THE CHAMP 


TWO OPENINGS FOR 
USE ON SINGLE OR 
DOUBLE DESK 
21%” DEPTH AFFORDS 
MAXIMUM CAPACITY 
DISTINCTIVE 14” RADIUS 
STREAMLINED CORNERS 
SATIN SMOOTH 
CORNERS FOR 
GUARANTEED SAFETY 
CUT OUT TO Give 
EASY ACCESS AND AVOID 
FUMBLING FOR PAPERS 
EXCLUSIVE DOME FEATURE 
PREVENTS SCRATCHING 
DESK OR TABLE aa 
| STURDY ALUMINUM POSTS eg 
FOR STACKING INTO FIVE FINISHES 
TIERS MAHOGANY —WALNUT-— GREEN 
GRAY-SATIN FINISHED ALUMINUM 
IN LETTER AND LEGAL SIZE 
. i This i tr 
See your stationer first. If he ae Giuminum dock toy 
‘ d us his weighs only 14 oz. but you can 
~ supply oe oe build them up as high as you 
name with your order. wish. The strength of the tray 
; will amaze you: 


NU-CRAFT PRODUCTS CO. 
95 ATLANTIC AVE.. BROOKLYN 2, N. Y. 
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It’s Magnetic Recording! 


Professional lacl-»4-Vacce’ 
Revolutionizes Dictating'! 


Here’s a single instrument that can be used as a dictating or 
transcribing unit! It’s portable—weighs only 13 Ibs. It records 
on “erasable” paper discs—that can be filed or used 


over and over. Foot pedal control, hand 


microphone, headsets and many other 
attachments are easily plugged in 


to “tailor make” dictating equipment 
for any need .. . and at low-cost! 


Any Mail-A-Voice record is inter- 
changeable on all models. Any record 
can be folded and mailed for a 3 cent 
stamp! Now for the first time every 
salesman, doctor, lawyer, merchant and 
chief can afford a complete dictating- 
transcribing unit! Thanks to Brush 
Magnetic Recording! Compare 
the cost and the plus features of the Mail-A-Voice 


with any dictating-transcribing unit on the market! 


Write today for the full story on this unique development . . 


_A-VOICE 
See and hear the unique MAIL-A 


+1 it TODAY 
Fill out this coupo® — bee AJ ae cal 
a free bulletin oF MA the 
ra ; demonstration at no oblig 
or 


* Mill lav 


only °9 7-00 


\ 
\ 
\ 
\ 
\ 
\ 
\ a 
\ Name 
\ 
(includes excise tax and standard accessories) : 
\ 
| 
\ 
| 
| 


Stcte—— 


° '° 
+] 
O-2. 3405 I er kins Avenue leveland 14 Ohio 


Brack —First in Magnetic Recording 
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caturing OFFICE PURCHASING, EQUIPMENT, METHODS AND PERSONNEL 


Sanders from British Combine. 
Counting money, Imperial Bank of India, Agra 


Better Offices for a better world 


% IN no discussion of what the United States can contribute 
to Europe and Asia to establish or perpetuate free government 
have we heard anyone make mention of American office proce- 
dures and the equipment and supplies used to make them work. 

More than any other nation we are aware that getting 
things done today involves effective handling of the paper- 
work which precedes, accompanies, and concludes practically 
every form of human endeavor. We have gone farther than 
any other nation in developing the efficiency of the office and 
in making it a powerful instrument of direction and control 
for all our business, private and public. 

So commonplace has the smoothly operating, efficient office 
become with us that we forget there are many countries where 
the office is generations or even centuries behind the times. 
There can be no doubt that the billions of dollars in goods and 
financial assistance which we are expending in the interests 
of a free and peaceful world are falling short of their full ef- 
fect—and not least among the reasons is the inefficiency of 
business and government in many lands arising from anti- 
quated office practice. 

Here, surely, is where some intelligent missionary work on 
our part in the cause of office efficiency would help immeasur- 
ably in advancing economic stability and governmental effec- 
tiveness! 
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The Swing Front has revolutionized office filiy 
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GF Super-Filer mechanizes office filing. It makes wor 
easier . . . saves floor space . . . reduces filing cost. 


Filing, finding and reference are simpler, easier 
quicker because of Super-Filer’s mechanized “swin},y 


front action.” There is no other file like it. 


book, making every record quickly visible and readi}; 
accessible. This feature also permits you to use the e& 
tire 26% inches of drawer space—a gain of 4 inches, «|. 
18%, over the usable capacity of any rigid front file 
equal inside depth. Two 5-drawer Super-Filers house 
much material as three 4-drawer filing cabinets 
standard 28-inch depth. This means a 50% saving? 


floor space. 


Super-Filer brings you the most important improve}; 


Super-Filer shown | ment in office filing since the advent of the steel fik 


Ne. wipers oye oe itself. It is now available in 2-, 3-, 4- and 5-drawe ‘h 
, maho 1 " 
teiiiaaaasiaaniiliais height through all GF dealers and branches. ma 
SUPER-FILER : 
THE OLD-FASHIONED WAY THE SUPER-FILER WAY Ck 
Che Mechanized File Mt ‘Nn nt r “i a rm Ca 
Looe | \\) 106% a la 
ee —=@a>- i WANA La er 
7 product of THE GENERAL ey 
I igid front file at least 4” Swing front and attac iC) 
FIREPROOFING COMPANY a the 36 54” depth anne he left back plate permit come fo it 
423 East Dennick Ave. - to operate the compressor and filled to full 26 % pen 
YOUNGSTOWN 1, OHIO manipulate drawer contents. spread of contents spee fi 
0 
METAL FILING CABINETS « METAL DESKS « STEEL SHELVING « STEEL STORAGE CABINETS » GOODFORM ALUMINUM CHA ' 
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A CASTER slips out of the pedestal of a swivel 

od “el hair in the office and an executive, leaning back, 
Swilthakes a spill. 

When a file drawer sticks, an employee pulls 


the frow\with more force than discretion. Yielding sud- 
read like i 


A secretary is amazed to see a spiral of smoke 
ising from her desk drawer. Investigating, she 
finds that the cigarette lighter in her pocketbook 
has flicked of its own accord. 

A rubber band that an employee snaps off a roll 
of blue prints rebounds and strikes his eye. A 
new worker hastening along the corridor, lost 
in thought, fails to observe a stairway—and falls. 
| Sdemae This actual cross section of accidents suggests 
the many serious as well as minor injuries that 
can befall office workers unless management and 
employees are thoroughly safety conscious, says 
George A. Riley, Supervisor of Safety of Ameri- 
y | jean Brake Shoe Co. This firm’s campaign, waged 
a H largely through its supervisory personnel and its 

employee publication, The Brake Shoe N ews, edit- 
ed by Bee Mitchell, has substantially reduced ac- 
;|cidents throughout all offices and departments of 
Its fifty-nine plants and in the headquarters of- 
fices in New York. So constant is the emphasis 
ee “a the avoidance of risks that workers in- 


ugust, | 


George Riley, Supervisor of Safety, American Brake Shoe Co., and his secretary, Miss J. Peterson. 


Brake Shoe’s Office Safety Campaign 


By Virginia Kent 


stinctively follow one of the apt campaign slogans, 
“Think! If It Isn’t Safe, Don’t Do it.’” 

Cash awards for safety slogans, cartoons, and 
limericks focus attention on the monthly column 
of “Safety News and Views” which the Supervisor 
of Safety regularly features in Brake Shoe News, 
and induce employees to think constructively 
about this important subject. Comment on timely 
phases of safety—fire prevention, home hazards, 
safe driving—and occasional letters from em- 
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ployees as well as contest news and clever entries 
are included in the column. Enlivened with hu- 
man interest and humor, its protective recom- 
mendations are better remembered and heeded. 

Tying in most of its contests with those of the 
National Safety Council, which offers prizes of 
$100, $50, and $25, the Brake Shoe safety de- 
partment forwards all entries to the national or- 
ganization, after selecting the winner of its own 
award, usually $10. In winning the Council’s $100 
prize, an employee in a Minneapolis Brake Shoe 
plant convinced associates that safety ideas are 
profitable in more than one sense. 

Christmas cards extending greetings from the 
safety department to employees, with a message 
bearing on accident prevention, are enclosed in 
holiday issues of Brake Shoe News. “For a Mer- 
rier Christmas . . . Avoid Holidaynger” was the 
appropriate caption of one card listing a dozen 
precautions against hazards of the celebration 
and tree lighting. 

Another handsome greeting card stressed the 
contribution of employees’ safety efforts in real- 
izing the company’s first two objectives by mak- 
ing each of its plants “A Better Place to Work” 
and “A Better Neighbor in the Community.” 

Precautions emphasized in offices and plants 
are based on the safety supervisor’s expert study 
of factors entering into accidents. 

“You office workers aren’t immune to accidents 
you know,” reads an excerpt from one column of 
“Safety News and Views.” “So watch your step 
at ends of halls, opening doors, pulling filing cab- 
inets open, leaving drawers open. Pins, thumb 


(Turn to page 63) 
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tacks, scissors, paper cutters, letter openers, 
all hazardous.” 

Vigilant planning by the safety departmeyiim 
insure all possible physical measures to coy 
hazards goes hand in hand with its educatigii™ 
work. iz: 
Attention to uncrowded arrangement of qa 
niture in offices pays off by largely elimingiim 
accidents due to tripping over chairs, desks, gam 
files that are awkwardly placed. Such hazards pal 
cause only torn stockings, bruised ankles, and 
noyance but they are just as likely to regu} 
serious falls. 

Swivel chairs are inspected to make cert 
that bearings are all right. The condition of} 
racks is noted, for if these are loose and shigam 
they may, when weighted with clothing, fall qm 
someone. Electric fans in Brake Shoe offices am 
installed on walls at a height that puts them ou 
of reach of fingers. Doors are equipped with ou 
trols so that they cannot come back too quick 
inflicting bumps and bruises. Valves of officeg 
diators, which are enclosed, are located level wif 


the inconvenience of stooping. 

Windows can constitute a serious hazard & 
they are opened and closed, especially if they stick. 
Before ventilating shields were installed on wit 
dows in one of the Brake Shoe offices, for example; 
an employee forced a sash that was stuck in sultry 
weather. As the window flew open suddenly, th 
force she exerted catapulted her head against th 
glass. This obstacle fortunately prevented a fal 
through the window. Now there’s no chance | x 
window accidents—hazards that can result iti tt 
fatalities. e 

Hazards are lessened in store rooms where sup} I 
plies are kept by providing step ladders sufficient} T 
ly high to reach material on top shelves. This pre} t 
caution makes it unnecessary for workers to stand 
on boxes or stretch for something which is out 
their reach—with the likelihood either of falling) | 
or pulling down something over their heads. . 

( 


their tops, permitting regulation of heat witha a 


— 


Small hand trucks are employed for carrying 
reams of paper and other heavy supplies around 
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General office and conference rooms, 12th Floor. Below, one of the conference rooms. 


Ai 


Period 2 — ee 
‘witdand Modern 


lazard a8 


silat New Offices 


example, 


satlof Leo H. Rich, Inc. 


‘ainst the 
ed a fal 


hance of * BOTH period and modern design are used in 
result il the new offices of Leo H. Rich, Inc., industrial 
consultants, who recently began business in the 
here sup| Irving Trust Building at 1 Wall St., New York. 
sufficient) This firm occupies two suites in the skyscraper at 
This pre} the corner of Wall and Broadway, across from old 
to stand) Trinity Church. 
is out off The thirty-ninth floor offices, which are a com- 
f falling} bination of period and modern, are the larger of 
ads. _ | the two suites, and serve as headquarters for the 
carryimé} firm. They consist of a series of three rooms, in- 
3 around) cluding an entrance foyer, general office, and 
4 board room, opening into one another, plus two 
gust, 1 
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Period and modern design are both used in new offices of Leo H. 
Rich, Inc., | Wall St., New York. Above, in private office of Mr. 
Rich, 39th floor. Below, general office and board room, 39th floor. 
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private offices. Like the conference rooms in the 
downstairs suite, the board room is available for 
use by clients of the firm. Privacy is provided as 
desired by closing composition folding doors by 
Modernfold Doors (Newcastle, Ind.) ; when not in 
\use, they enable use of the general office and board 
toom as One large space. 


Modern in Treatment 


These rooms, in contrast to the private offices, 
jare modern in treatment, using solid colors and 
iDlain lines. They are carpeted as a single unit in 
blue broadloom decorated with a single gray 
stripe. Built-in cabinets and walls are buff color, 
harmonizing with the light woods used in desks 
and chairs, which are upholstered in rose mohair. 
Furniture in the outer offices is from W. & J. 
Sloane, New York. Fluorescent lighting is sus- 
pended from acoustical ceilings of harmonizing 
)Nettral shades. File cabinets and office supplies 
| are kept out of sight in a separate closet. 

Mr. Rich’s private office has a pleasing library 
atmosphere, with walls panelled in walnut-finished 
Wood veneer, which harmonizes with the walnut 

| and mahogany furniture from Schmieg & Kotzian, 
Ine, New York. It includes upholstered pieces 


Close-up of board room, 39th Floor. 


finished in colored brocades and blue velvet, and a 
mahogany breakfront holding client products and 
a small library. A gold-colored Chinese rug of un- 
usual proportions and door trim in Chinese red 
complete the charm of this attractive office. 

The other private office on the thirty-ninth 
floor has a mulberry carpet, French print wall- 
paper (country scenes in soft greens, grays and 
reds), and a mahogany French desk and chairs 
fitted in red and green leather, with a red leather 
loveseat and leather-topped coffee table. The fur- 
niture is from Schmieg & Kotzian and others. 
Ceilings of both private offices are finished in 
acoustical material of a neutral shade. 


Unusual Features 


The twelfth floor suite, consisting of a general 
office and two private conference rooms, is en- 
tirely modern in treatment and spirit. Mr. Rich 
designed it in pleasant yet distinctive colors. One 
wall is painted green and the others gray to give 
contrast and a feeling of greater space. Files are 
fitted into closets to get them out of the way, and 
on the other side of the room, book shelves cover 
an ugly pilaster. The acoustical hung ceiling is 
by Jacobson & Co., New York, with the flush 
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fluorescent lighting by the Frink Co., New York. 
Century Desk Co.,.also of New York, manufac- 
tured the light-colored desks and chairs of soft 
wood in modern design. 


tions intended to build individuality and ines 
sales. One way he achieves this result is to m 
certain that all things about an organizag 
from letterheads to exteriors, if possible, exp 


A private office at Leo H. Rich, Inc., New York. 


Mr. Rich, who was formerly associated with 
the New York industrial design firm of Walter 
Dorwin Teague, formed his own organization of 
industrial consultants to provide business clients 
with a new kind of service—a three-point “pack- 
age program” of correlated economic and market- 
ing research, industrial design and public rela- 


Four Questions, 


% THESE four interesting subjects were dis- 
cussed at a meeting of the Transcription Super- 
visors Association of New York: 

1. How do you handle the employee of many 
years’ standing, especially when the em- 
ployee is older than the supervisor? 

A satisfactory way to handle this problem is 
to let the employee feel that her seniority is recog- 
nized and appreciated, and to simulate need for 
assistance and especial cooperation from her par- 
ticularly, and then let time alone prove to her the 
superiority of her supervisor. 

2. Are rest periods successful and what are the 

advantages? 

In some cases an increase in production of 17% 
has been achieved through rest periods, the bene- 
fit from the disciplinary viewpoint and the gen- 
eral enjoyment of a uniform rest period having 
been proven by many. 
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a definite single personality. He feels that thy 7 
business office particularly should be consistent\chiy 
with such a personality, and especially with the }\me 
type of organization which it serves. His own 0f-bgo 
fices are planned on that principle, and are ity 
tended to express the personality of himself ani) T 
his firm. ain 

mor 

rar 


Four Answers 7 


pre’ 
3. How can complaints be relayed to they 


stenographer without revealing the com\, 
plainant’s name when he wishes to remain 
anonymous? 


pay 
hi 

By waiting until some of his work is given to| 1 
that particular stenographer and then speaking{™ 
to her in an all-comprehensive manner about cer-f*@ 
tain improvements which she should try tf 
achieve, in all her work. 


at 
4. How many special days during the yepln 
should an employer grant to an employeéine 
exclusive of vacation and holidays? es 


Many different plans were explained by the dif r 
ferent members — some allowing five days) , 
throughout the year under a Sick and Emergend 
Health plan; others allowing twelve days per yeat . 
and some making no set allowance. 
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that they TWO Chinese typewriters costing 12,240,000 
onsistent\(hinese dollars, equivalent to about $510 each in 
with the\merican exchange, were procured a few months 
s Own Of bgo for the United Nations offices at Lake Success 
1 are it'by the chief of the Purchase and Supply Division. 
aself ani) These complicated machines could only be ob- 
ained in China and delivery took about three 
months. Difficulties and delay involved in the 
ransaction were offset by the time-saving and 
mvenience afforded by the equipment, as it was 
‘oe , previously necessary to cut Chinese characters 
ne oak mn stencils. In the hands of Chinese operators, 
he new typewriters will roll up a total of time 
saved that is almost as impressive as the sum (in 
hinese money) that they cost. 
given to| This incident suggests the great range of prob- 
speaking(¢ms that the Purchase and Supply section must 
bout cer-fleal with in supplying efficient, satisfactory 
try toPluipment to the vast network of offices in the 
nited Nations building. With fifty-five different 
ationalities included in its personnel, using 
the yethimost as many languages, and with speed tre- 
employe mendously significant in each day’s program, 
3 2 ‘sourcefulness, imagination, and technical judg- 
7 the dif ment are required in dealing with diversified 
ve dapt rehasing problems. 
nergent} With the exception of the Chinese machines, all 
per yeat,{"@ aPproximately 2700 typewriters in the United 
ations offices were purchased here. Many of 


0 remain 
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Arrow inidcates expert Stenotypist in action at United Nations meeting. 


Office Side of United Nations 


By Grace Buckley sf 


these have foreign language keyboards, with 
French and English-French (English keyboards 
with French accents) extremely numerous, for 
all documents and similar material must be print- 
ed—and are often first typed and Mimeographed 
—in both French and English, the official lan- 
guages of the organization. At the request of the 


Well-equipped maintenance department keeps UN typewriters in 
good order. 
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Postal Section messengers, UN headquarters. 


other members of the Big Five, they may also be 
printed in Chinese and Russian. Delegations de- 
siring printing in other languages must bear the 
expense of this service. 

Multi-lingual office operations call for many 
Russian, Czech, Belgian, and Polish keyboards, 
which have been supplied by American concerns. 

Electromatic typewriters have been added dur- 
ing the last six months to equipment used by the 
crack stenographic pools maintained by the Rus- 
sians, French, English and Spanish. 


In printing office, General Assembly interim headquarters. 


The United Nations offices naturally attract 
brilliant, competent people in every field. Typists 
include some of the speediest and most expert 
from foreign countries as well as the United 
States. 

Working with equipment that measures up to 
high standards, they are able to meet the daily 
deadlines, especially when the General Assembly 
is meeting and documents must be delivered to 
delegations for use in discussions at specified 
times. If these are lacking—and time for their’ 
preparation is often very brief—conferences on 
matters of world importance are held up. 
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Many Stenotypes, French as well as English». 
chines, are included in the United Nations’ egg 
ment. Sometimes a single speedy Stenotype op 
ator records an entire conference. 

As one might expect, the task of reporting 
many conferences, sessions, and meetings jg » 
calling for fast and accurate recording and 
scription, of a sort which only those truly exp i 
in that line can provide. F 

When fifty-five different nationalities form 
working body, one naturally expects to find Dre! 
erence for equipment and supplies of yar 
kinds that are peculiar to certain lee 
of the chief aims of the Purchasing section igy 
make the office personnel comfortable and happy 


Collating UN documents. o 


With these preferences in mind, requisitions ar} 
reviewed for justification, with previous issue) 
special needs, and ability to use the merchandis} 4 
ordered taken into account. To determine wha 
will actually best fill the need, the Standards Se 
tion of the Purchasing Division may confer with 
the department placing the order. t 


Producing UN documents. 


vel j ee : Sa as Vict led Rai a. I a ae ae 
EY a : : >! 
. aie : 
ra , 
oo } > ee Bei ‘— t 7 oo ha ‘ ies ie - a> j 
4 > ot tue (oe 2 
ae : ft. > 9 wie 3 : a ‘ 
oe . 7 ae ‘ ' 
4 Wiee , :Y % :. fo xe 4 “A 
=e oy 4 “RA. , ae j 
Bay wu . q > % 
Pee): A ts Pa hy ‘ 
ie AY . ; eg 
ree. y SS : 5 = 5 Be 
_ Ft a — ie 
ee : . feel a Q 
— q oa: 3 a ‘ oa 4 . “3 «i ; 
_ 4 Fh 31} 
ee: % : ee es ‘ = , as Ta . Pd 
_— cea - — ~ 
ss ‘ hos : 3 ’ eRe 2m "ew y 
7 ME 
ae : 
oe 
ee : 
a ee 
7 
9 von Kase wy he 
ae a ge Be i “ (hue fl on he oe = 
yy 4+ ‘ : .* ‘li oa ee aes 
- x ie “ ttt 4 e. 1 a . } 
g ie | ee - ‘a 
4 a & ’ 
24 an ie Ps 
: % fi : . 
- 7 ~~ \ o 
ane Pat Abas -_ 
pieeia ae PS ae e ‘ ™ - bod 
5 k ’ ae a ae } 
i a i a a ie > aa 4 a” 
a. ‘ - iat - = aed a 
i . Bee! } a 
ae aa rs : pars ee g A ¢ fe. 
‘ = , 28s" aes | : Mis: r 
ae os oe i es oe ee an. fea. * at 
: a “wer Cc San, *§ 20 ewe - aves 
: Ri’ 7 j We o: Fen a F ea a ‘ é Ae * : 
— a ee eee ¢ 
a q pected ' = ee 
a a aN \ “i a 
‘ aes ea 
ae oe : i 
-) ea 2 a aes i - 
— : a é . 
* a 1 4 q 4 “= f a a, ‘ : 
: } “s - _| 2 ~ et a 
7 % ume, —a 5 5 
S Bg . 3 I 4 4 ; ei 
i ‘ a wichciaig es 
a pee , ( 
ee. ; oS : i 
PS . i - | oe hy 
7 a =< ~ , = —. = — oe 
_ aS aie 7? Mikes 7 
ee 4 pee 4 i a -s ‘ 
= ite 3 é< = : —~ & 
_— 2 YY. ae 
: = : - = r Sy } 
a 4 i cy . 4 7 3 ye <E -~ # 
-_ = st! Sa 
= : | > a ie Ss Pros | : 7 1 oe - : 
= a . + nog % ees is Se - 
a e [pa co + 
4 ~ i ea es. Se oe 
4 : * 2. <a Lis , j \ 
thes a ss ’ 4 —_—- 
7 i —— 4 < . 
3 — - —— ; z 7 
ae a | H 3 a & se iy : * 
; -— ft er —s ; P Se ¥ 
aa we : eee 
a, eo . P. <3 ‘ oa 2 j 
': aa | a, -% 5.4 } 
E a : | 
_ eee August, 194 
P. : ae 
a: : : e 3 s2 a as 2 > eee f - ae a i * ca Bt eee ee ae ea er ic be ee : 
a 0) ia eee =) aa eae one =, a Bia Bae a. Ve Dee ee a oer 
ia ga a Rene ss g a = Be. eo oy ae ete es it lang : 
- >in ie ha es ee s _ ea: Rie Se oe 


sitions are 
us issues, 


In the Purchase and Supply Division office, Bureau of General Services, at United Nations head- 
quarters, Lake Success, New York. 


It is a principle of the Section to guard against 
forcing American supplies and equipment on staffs 
representing so many different countries, unac- 
customed to our procedure and material. Ameri- 
can ideas are tactfully introduced, however, when 
they seem obviously more efficient for a particu- 
lar purpose than equipment requisitioned from 


rchandis| a foreign country. 

line what 

lards Se- Varying Acceptance 
nfer with } 


a 


hes 
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=e 
m methods and devices. 


Nationalities represented in the United Na- 
tions offices naturally differ greatly in their ac- 
ceptance of practices varying from their own. 

However, throughout there is present a realiza- 
tion that efficiency in the handling of vital paper- 
work is a goal which must not be lost sight of, call- 
ing for the application to office work of up-to-date 
No form of modern organ- 
f ized endeavor can progress smoothly without ef- 
fective organization of its office production facili- 


| ties, as all concerned are aware. 


Great Volume of Equipment 


It’s only necessary to stroll through the far- 
flung corridors of the building at Lake Success 
to realize how vast is the volume of equipment 
being put to use. Typewriters, adding and calcu- 
lating machines, duplicating devices, printing 
&quipment—all these are engaged in making his- 
tory—and, it is hoped, peace. And they are con- 


stantly busy, for the United Nations is a veri- 
table beehive, especially when offices are function- 
ing twenty-four hours a day during General As- 
sembly sessions. At other times the offices often 
work into the night, with shifts provided for the 
purpose. The dynamic effect of a great and inter- 
esting objective is vividly demonstrated in the 
atmosphere of the offices. A personnel working 
for peace and the four freedoms seems to function 
happily and spontaneously as well as efficiently. 


Stock Catalogues 


For most items carried in stock; the Purchasing 
section maintains stock catalogues. These cover 
such classifications as stationery, typewriters, 
books, and furniture. 

Supplies are carried in quantities to meet quar- 
terly needs. Several tow motors convey paper, 
furniture, or other bulky supplies from storerooms 
to offices. 

Many of the desks in the United Nations offices 
are steel desks, acquired from Army and Navy 
surpluses. In private offices, the furniture is fre- 
quently walnut. In selecting office furniture, com- 
fort, durability, and good appearance are care- 
fully considered in every case. 


Periodic Set-ups 


One of the many demanding tasks handled by 
the Purchase and Supply section was the setting 
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In United Nations Department of Public Information. 


up of a series of offices for delegates and their 
staffs while the General Assembly is in session. 
Furniture and equipment are determined by the 
special needs of each division. These setups have- 


Lounge for United Nations delegates. 
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been carried through the summer months to Sep- 
tember when the Assembly convenes, but over 
longer periods are broken down and put toa rk 
great many other uses. 
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% THERE seems to be two schools of thought 
regarding the definition of the word “historical” 
as applied to business documents. 

One opinion of historical worth holds that such 
papers as portray the growth and progress of a 
concern are to be held for the purpose of a histor- 
ian who, years hence, will find them valuable in 
commenting on economic history in general or the 
concern’s past deeds in particular. 

Those holding to this conception of historical 
records offer a two-fold inducement to retain 
papers depicting progress. They state that, as a 
reward for preserving this material, a concern 
will eventually contribute to the knowledge of 
business history of the period which its record 
delineates. And, in the publication of factual data 
of the concern’s record of public service, they 
state that public relations will be enhanced. 

Under close examination, these reasons for 
keeping papers under perpetual care do not ap- 
pear to be substantial. While the executive has no 
objection to contributing to business history, it 
ls hardly worth the cost of present-day space and 
labor to supply adequately preserved and cata- 
logued information to posterity. Also, recognizing 
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Filing for the historical researcher or your own good? 


“Historical” Aspect of Business Records 


By Julius B. Kaiser 


Archivist, Standard Brands, Inc., New York. 


the fragile character of public relations, a chron- 
icle of public-spirited acts done in a remote past 
can have but little effect when more recent evi- 
dence of policy, not usually made available to the 
historian, has caused ill will. 

Rather than keep these records for the research- 
er deserving to find out how business was con 
ducted in the dawn of the Atomic Age, the other 
school of thought (to which the author subscribes) 
believes in maintaining a record of progress— 
mistakes as well as successes—for the concern’s 
own guidance in the future and for legal reasons. 

To this group of what may be called “practical- 
ists”, the word “historical” has a different defini- 
tion. In fact, it has two parts, each with a separate 
meaning. 

First of all, there are records which are purely 
historical, composed chiefly of public addresses of 
former and present executives, their directives 
of major policy, and derived accounting records 
compiling statistical analyses of past conditions 
existent within the company. Advertising and 
sales promotional material and ideas, coupled with 
results that each secured, as well as instruction 
offered salesmen and other personnel, are records 
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of the same category. Those of abandoned proj- 
ects, old blueprints or formulae, are likewise of 
the same nature. In addition, those papers show- 
ing former costs, economies effected, improve- 
ments in methods or procedures, etc., are portions 
of this group. Their use is strictly confined to guid- 
ance. Reference to them portrays the concern of 
today against its background of the past and this 
third-dimensional prospective allows for intelli- 
gent present and future decisions, based on past 
experience. 


To forego the lessons of experience is too costly. 
Parallel conditions to those existing in the past 
will eventually arise; it would be disastrous not to 
know how they were met, and with what success, 
by former management. Trial and error has been 
summarized in these purely historical records and 
to disregard them and experiment in the dark 
would be foolhardy. 

The other division of historical records is that 
which may be called “legal-historical” and which 
casts a different meaning on the word “historical”. 
This group is partly composed of records which, 
when those of legal significance only have been 
destroyed because of over-age, take the place of 
those eliminated. General books are the best ex- 


BLIND STENOGRAPHER AT WORK 

Blind stenographer, Miss Alice McClelland, a member of the 
staff of free Braille Library, Melbourne, Australia, for twenty-five 
years, takes dictation of letter to blind correspondent from Lib- 
rary Association secretary, Miss Marion Patterson. Library also 
uses Braille typewriter for correspondence. Third largest of its 
kind in the world, Melbourne's Braille Library has over 18,000 vol- 
umes on its shelves. Volumes are transcribed. into Braille by vol- 
untary workers, proof-read by three blind members of staff and 
bound by voluntary book-binding auxiliaries. Library sends over 
14,500 volumes annually to 400 readers, some of them as far afield 
as Malaya and India. 


main as proof of transactions. 


-limitations, or for evidence of “prior art”, or for 
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ample of derived accounting records of this typ. 
for when the papers of original entry have bee) 
discarded—the customer invoices, the cancellaj 
checks, etc., have been destroyed—the entries p. 


The remaining portion of “legal-historica]” ry. 
ords, distinguished from those which attain thy 
name by inheritance through the demise of othe, 
papers, are the documents which are purely his 
torical, yet furnish proof in a lawsuit or othe 
legal difficulty. These records may show prior ux 
of a trade name, the set-up or context of a label 
or other product feature or component, they may 
prove rights to property evidenced in an old dee 
or mortgage, be documentary proof of corporate 
ownership or partnership construction, or show 
compliance with law or franchise. 


More Than Academic Dispute 


The difference in opinion as to why historical 
records are to be held is more than an academic 
dispute. The point of view accepted not only af. 
fects what is to be held—which records fit the 
term “historical’”—but also how they are to be 
preserved. 


Obviously, if documents are merely to be kepi 
awaiting a future historian seeking eccentricities 
of business management ‘way back a hundred or 
so years ago in 1947, there is no great need of 
keeping them available for use during the time 
previous to their examination. If they are select. 
ed for retention merely for their usefulness in 
public relations, the material chosen will be of 
that nature exclusively. 

If, however, papers are preserved for their util 
ity to current or future management, to be used 
as a guide from the past or as legal proof against 
claims arising in equity which may be brought 
at any time and are not restricted by statutes of 


any purpose whereby they benefit the concert 
holding them, they must be kept in orderly, usable 
condition. Besides, they must actually be con- 
sulted. 

It is too often the case that valuable accumula- 
tions of records are allowed to gather dust un- 
seen. Without a realization that these papers may 
hold the key to a business problem similar to one 
which may have arisen years ago, errors may be 
made which could have been avoided and which 
will prove costly. Frequently, hours are spent 1 
reworking analyses and preparing papers the 
counterparts of which lie hidden in archives files. 

To get the most out of an acrual of historical 
records requires the services of a commercial 
archivist—one skilled in the classification, selec: 
tion, and preservation of business documents. 


(Turn to page 62) 
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Just ordinary common sense can break the strangling red tape of super com- 


plex routines. 


lt Might Happen in Your Office! 


By J. M. Robins 


The Roberk Company, Norwalk, Conn. 


* FOR more than four years now I have been 
bending office manager’s ears with my theories 
about Common Sense in the Office. The office, I 
have insisted, has become more complex than it 
should be and I have urged office managers to 
examine the daily routine of their offices to dis- 
cover what it is that keeps them so busy. 

Office managers, sometimes accidentally and less 
often as the result of a genuine work simplifica- 
tion program, have discovered some strange things 
going on in their offices. 

In my shouting from the house-tops, I have 
frequently cited examples of what I call Uncom- 
mon Sense in the Office—some of these strange 
things that go on in our offices, frequently undis- 
covered until some one, unfortunately not the 
office manager, takes the time and trouble to ask 
‘Why?” Always, my stories evoke laughter, for 
they are funny when told about the other fellow— 
but, I remind my listeners, It Might Happen in 
Your Office! 

rll bet a thin dime against your old draft card 
that if you would dig into the complexities of 


August, 1947 


your own office, you will find some one doing some- 
thing that is probably twice as silly as any of the 
stories I tell. I’ll let you in on a secret—it is much 
nicer if you discover it. So how about it? Start 
digging now. To help you, here are some examples 
of what I mean, so that you can recognize similar 
oddities when you run across them in your own 
routines. 

Each one of these incidents is a true one, but 
you will have to take my word for it, for, with one 
exception, all names are omitted. My purpose is 
to draw a moral, to embarrass no one. The men 
and women responsible for these situations are 
no less good office managers for the happening. 
As a matter of fact, let us applaud them for hav- 
ing discovered the incidents and reporting them. 

My first story—and here I name names—con- 
cerns the Roberk Company—yes, my own com- 
pany. Is my face red! But confession is good for 
the soul and let no one say “It cannot happen to 
me.” My organization is a young one and the office 
is small. All the more reason why this never 
should have happened. (Turn to next page) 
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My experience with Wage and Hour Division 
inspectors has taught me that most prefer to 
check the time calculations on the time card. In 
deference to that preference, we compute time 
elapsed and total time worked on the time card. 
We go further than that and compute the total 
earnings on the card. The next step in our payroll 
method calls for the use of a conventional payroll 
book, into which we had been transcribing all of 
the data computed on the time card, after which 
we made our deductions and computed Net Pay. 

One day, some one asked “Since we retain both 
the time cards and the payroll book for the period 
required by law, why is it necessary to copy into 
the payroll book all of the data already on the 
card?” 

The answer was obvious—“It is not necessary”, 
As a result, we no longer transcribe into the pay- 
roll book the daily elapsed time, contenting our- 
selves with the entry in that book of the total 
time worked only. 

Result: considerable saving of time in prepara- 
tion of payroll, even in our small office. 

Are you guilty? 

What did you say? You don’t do anything like 
that in your office? Perhaps not, but you may be 
doing something else equally as unnecessary! 

The war and consequent restrictions made it 
incumbent on all of us to initiate and maintain 
records of all kinds to comply with the regulations, 
support reports, substantiate requests, and so on. 


New Microfilming Machines for Federal Reserve 
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Well, the war is of course over—but controls 
out—the necessity for the records no longer w. 
ists. But have you discontinued maintaining tho 
records? Are you certain? Listen: 

The office manager of a Worcester, Mass, de, 
er had occasion to check the many things thy 
were keeping the clerical staff in the purchasing 
department busy. She discovered that a card ry. 
ord system set up for priority purposes duriy 
the war was still being kept up to date long aft, 
the war was over and the priority controls ha 
been removed. 


Facts for WPBI 


During the war, a jewelry manufacturing eon, 
pany in Providence, set up a record of pape. 
board boxes purchased and consumed, to comp); 
with a War Production Board order restricting 
boxboard allocations. As late as Christmas, 194 
sixteen months after the war and long after th 
WPB order had been revoked, that record wa 
still being maintained. You see, no one had eve 
said to stop and so they just kept right on! 

And talking about things going on and on, thi 
happened in a large New York bank: 

One of the directors had asked that a speci 
report be prepared for him every month. One day 
some one discovered that that report was stil 
being prepared every month in spite of the fac: 
that that director had been dead for more tha 
six months. 

Remember, “It might happen in your office”! ; 


% TWENTY-FIVE of the newest type of post: 
war microfilming machines have been installed i: 
the Check Collection Department of the Feder 
Reserve Bank of Cleveland, marking the first it-} 9 
stallation of its kind in the country. m 

Known as the “duplex Recordak’’, because they 
photograph both the front and back of bank 
checks simultaneously, the machines are a prot 
uct of the Recordak Corp., subsidiary of the East 
man Kodak Co. 

The machine reduces the checks photographic 
ally by 35 diameters and “files” both front ani 
back images of more than 10,000 checks on each 
100-foot roll of 16 mm. film. 

“With these new machines, and others like them 
soon to be installed in our Cincinnati and Pitt 
burgh branches, we shall be able to photograph a 
average of 430,000 checks a day,” Ray M. Git 
ney, president of the Federal Reserve Bank of ' 

(Turn to page 74) 
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President Ray M. Gidney of Federal Reserve Bank of Clevelane 
watches George L. McCarthy, president of Recordak Corps F 
insert first checks in new duplex Recordak machine. 
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Engineering Approach to Office Management 


By Warren S. Nicol 


Warren S. Nicol Co., management consultants, Charlotte, N. C. 


(First of two articles. 


* WHAT is the Engineering approach to office 
management? 


By “engineering approach” I mean the syste- 
matic, objective, analytical method which engi- 
neers have for tackling a problem. There is no 
mystery about this. It is simply the observance 
of the old rule: 


1. Get the facts 
2. Analyze them 
3. Act 


Let us assume that we are going to turn engi- 


heers and do a job on our offices. What do we 
do first? 


First we must organize to do a systematic, per- 
sistent job. You cannot do engineering by working 
at it a couple of hours every second Tuesday 
afternoon. 


onitress delivered before the Montreal Chapter of National 
gement Association. 


August, 1947 


Second will appear in September issue). 


If you have a capable assistant to whom you 
can delegate your regular work, we suggest that 
you let him show how good he is at your job 
while you turn engineer. 

Should this be impractical, select from your 
staff some bright fellow with brains, persistence 
and—above all—diplomacy, and set up an im- 
provement program for him to carry out under 
your direction. He must be entirely divorced 
from any duties or activities in your “line” or- 
ganization for the duration of this staff assign- 
ment. 


If it is not possible for either you or a deputy 
to devote full time at the engineering work for 
whatever period is necessary to wrap up a project, 
call in some carefully chosen outside consultant. 
For you will not get anywhere if you work in a 
haphazard fashion. 

Several years ago, I attended a safety confer- 
ence in South Carolina with a large group of 
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factory foremen gathered from the surrounding 
textile mills and furniture factories. I was enjoy- 
ing myself as a spectator of the moving pictures 
propagandizing for safety in industry when, with- 
out warning, I was asked to say a few words on 
industrial engineering. I was caught flat-footed 
but what I said on the spur of the moment may 
have told the story better than I would have done 
with a prepared talk. 

I told the foremen, “If you fellows would learn 
to look at your departments with new eyes and 
then correct the things you see, 50% of the need 
for outside consultants would be eliminated.” 

“If, instead of reporting to work in your own 
factory tomorrow morning, you foremen would 
all trade jobs, you would, each one of you, see so 
many things wrong in your competitor’s factory 
that it would take a large notebook to write them 
down.” 

“Why, then, don’t you ‘play pretend’ tomorrow 
morning. Pretend that you are an outside engi- 
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neer visiting a factory which needs some engingg. 
ing work. Make written notes of your obserys. 
tions in your own department. Then do Something 
about it.” 

The same remarks apply to office managemey; 
executives. It really would be funny if you wen 
to trade jobs for a day. Each of you would Spot, 
in a minute, things in the other fellow’s office thy 
were not right. And what he would find in you 
would be little short of a scandal. 

So I am going to give each one of you a chal. 
lenge. Tomorrow morning as you go to work, say 
to yourself, “I am not employed in this office 
which I will visit this morning. I have been hire 
as a business engineer to look over the place an( 
see what improvements I can suggest.” They 
rub your eyes, be unusually alert and observant, 
be honest with yourself, and write down your 
observations and impressions. I assure you that 
you will be surprised. 

(Turn to page 66) 


NATIONAL BUSINESS SHOW, 1947 
@ NEW YORK, the world’s great- 


est concentration of offices, is again 
this year the scene of the Nationa 
Business Show. 


At Grand Central Palace, New 
York, September 29th-October 4th, 
there will be held the thirty-ninth 
presentation of this exhibit of what 
leading manufacturers and suppliers 
have available in the way of new of 
fice equipment and supplies. 
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<i NEW THINGS in the NEWS 


dbserya. 
mething 


agement 
3ELOW: 


OU Were NEW BOTTLE COOLER. The Sunroc Re- 
ild Spot, | figeration Co., Glen Riddle, Pa., has an- 
fic that Coad a new, gunmetal, electric cooler with 
€ that s capacity of three gallons an hour. The new 
IN Yours} qandard model, ready for immediate delivery, 
priced at $225 f.o.b. Glen Riddle, Pa. 
it has many new features. A descriptive booklet 
| & Chal-} ;, available. 

ork, Say 
is Office 
en hired 
lace and 
"Then 
Servant, 
vn your 
you that 


ABOVE: 

FROM the Cummins Business Machines Corp., 4770 Ravenswood Ave., Chicago, a 
new electric label perforator to code labels and wrappers. Light and portable. Can 
be furnished to actuate on insertion of items being perforated, to trip with a foot switch, 
or to trip automatically at a specified number of cycles per minute. Tripping attach- 
ments plug into receptacle in case of machine. Changing method of actuation takes 
only a few minutes because tripping is accomplished by a small synchronous motor 
which needs only electrical connections. 


OW, 1947 
id's great. 
s, is again 


> National 


ace, New 
tober 4th, 
hirty-ninth 
it of what 
J suppliers 
of new of} RIGHT: 


ies. MECHANICAL CHANGES which have im- 
proved the Endorsograph check endorsing ma- 
chine have recently been announced by H. L. 
Lambert, chief engineer of Commercial Con- 
trols Corp., Rochester 2, N. Y. The new machine 
has a mechanical trip which is very sensitive 
but which will maintain its adjustment indefi- 
nitely. The new machine can be used on any 
!10-v. current (25 cycle, 50 cycle, 60 cycle) and 
C. with no alterations. The only change on 
220-v. current is the substitution of another 
motor, The machine has flexible feed permit- 
ting selective positioning of endorsement to 
Prevent obliteration of prior endorsements. As 
the changes have been mechanical, the outside 
eppearance of the Endorsograph has not been 
altered, The machine can be used for straight 
endorsing or canceling in conjunction with 
isting or posting machines, or in bination 
with check microfilming. 
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RIGHT: 
STRICTLY CONFIDENTIAL. A newly designed reproducer 


that eliminates audible broadcasting from dictating ma- 
chine transcribers has been announced by the Ediphone 
division of Thomas A. Edison, Inc., West Orange, N. J. The 
new directional reproducer makes the recording audible 
only through the secretary's earphones. It is intended to 
prevent unauthorized persons from overhearing confidential 
information and to avoid disturbing persons who may be 
working in the same office with the transcriber. The new 
device will be standard equipment on the Ediphone Miracle 
and Streamline models and is available as an extra for other 
models and for machines now in use. 


BELOW: 


A SMALL POSTAL SCALE for the small office has 
been announced by the Accurate Parts Mfg. Co., 12435 
Euclid Ave., Cleveland 6, Ohio. This sturdy, compact scale is 
made of metal. It has a cantilever spring for accuracy, and 
carries domestic rate tables. Weighs to 12 ounces. Comes 
in office green, red, and ivory. 


LEFT: 


CARBON NUMBERING MACHINE. Wm. A. Force & Co., 
216 Nichols Ave., Brooklyn 8, N. Y., has announced a new 
model hand numbering machine designed especially for 
printing through multiple carbon forms. The machine is 
engraved with Gothic characters. It is fitted with a metal 
handle to increase the sharpness of the impression. It is 
mounted on a platform. When required to support large 
forms, extension tables, as shown, are available. The com- 
bination of features allows uniform legible impressions 
through as many as 10 to I5 part forms. 


ABOVE: 


THE PEN in the new Wearever Pacemaker set has a spe- 


cially developed, tapered, 14-karat gold point, 


karat 1/20 gold filled . Th tching pencil also has @ 
oor ton cng -saghiorye 1 $4.25. pen at $2.75, and 
Made by David Kahn, 


» gold-filled cap. The set retails at 
the pencil at $1.50, plus federal tax. 
Inc., at North Bergen, N. J. 
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RIGHT: 

A JUNIOR MODEL of the well-known Mercury stapler is 
now being made by the Consolidated Wire Products Co., 
145 Spring St., New York. The Mercury, Jr., has the same 
feature as the standard model but is smaller and costs less. 
It holds half strip of 105 staples and features the open-end 
channel that prevents jamming. Can be used for stapling, 
temporary pinning, and tacking. It will be available in two 
models to retail at approximately $5 and $4.50. The $5 
model will be made of steel chrome. The other will have an 
alternate all-steel construction with part chrome and part 


lacquer finish. 


t' 7m DESH FILE 


ABOVE: 


A VERTICAL DESK FILE, the Filo, from the Weber 
Office Specialty Co., 1328 West Sixth St., Los Angeles 
14, Calif., has been developed for use on desk tops to 
hold file holders, telephone books, correspondence, 
and other similar materials. The new items work on 
the Filo principle which uses a small metal runner to 
support plates. Can be adjusted to increase or de- 
crease the space between the plates. This model has 
six such plates and rubber feet. The Weber company 
also makes Filo file folder supports for file cabinets 
and desk drawers. 
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LEFT: 
SPEED AND PROTECTION. The secretary shown here is 


signing her employer's name to more than 200 checks a 
minute with the portable Protectograph check signer just 
presented by the Todd Co., Rochester, N. Y. This model is 
electrically operated and requires only a touch of the bar at 
the right to put a signature on the check. Users are pro- 
tected against loss from duplication of signature by insur- 
ance policies provided without cost. 


BELOW: 


A TAG AND LABEL machine which addresses over 125 
tags a minute is offered by the Weber Addressing Machine 
Co., 200 West Central Road, Mount Prospect, Ill. Known as 
the Weber Gavin tag machine, this product prints from type 
which is set up the same as a number would be set up on 
a cash register. You simply pull the lever and push a button. 
When the type is set up, the dial counter is set to the num- 
ber of tags wanted, and the crank turned. The machine comes 
to a stop when the proper number of tags has been printed 
and it will cut off the last tag. The machine will print four 
lines and the business card on top of the tag. The machine 
is especially useful for people who ship in bulk and have 
many packages going to the same place es each package 
must have a shipping tag with the customer's name and 
address on it 
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LEFT: 


A PEN AND PENCIL SET from the Stratford Pen Corp., 
Salz Bldg., New York |. This set, handsomely boxed, consists 
of the nationally-advertised Stratford Regency pen and a 
matching mechanical pencil. The pen features the modern 
wider band, convenient recessed clip, and handy, one-stroke 
lever filler. The matching pencil takes standard size lead; 
it propels, repels and expels lead at a touch; it, too, has 
the new recessed clip. The complete set retails for $1.95. 


LEFT: 


CLEAN !IT FROM THE FLOOR. The new hinged-glass Aristolite, 
recently announced by the Edwin F. Guth Co., 2615 Washington 
Ave., St. Louis, Mo., permits the new Guth Luminaire to be cleaned 
right from the floor with a handy servicing tool. One end of the 
tool is a simple gripper for opening and closing the glass panels. 
On the other end is a duster for cleaning the Aristolite. The 
hinged feature of the glass diffusers also saves many steps in 
servicing. The diffusers are swung open and are held securely on 
the Luminaire while relamping or other work is completed. The 
new Guth Aristolite is available in 2, 3, or 4 forty-watt sizes. They 
can be arranged individually or in continuous rows and mounted 


BELOW: 

AGAIN AVAILABLE is the Tempo interleaver manufac- 
tured by the Milo Harding Co., 432-34 Pico Blvd., Los An- 
geles 15, Calif. When attached to duplicating machines 
this device automatically slip-sheets copies as fast as the 
duplicator will produce them up to 200 copies a minute. 
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directly to ceiling or suspended on Guth "“One-Man" Hangers. 


{e a Rye 


ABOVE: 


THIS CHROME SOFA designed by the Stuart Mansfield 
Co., Inc., 2564 Park Ave., New York 51, is one of a series of 
three pieces; the others are a chair and a settee. Triple- 
plated with copper, nickel and chromium; has a spring edge 
seat and special form fitting arm rest. Tailoring isin 
Durolite, a fabric supported plastic which is iong wearing, 
non-cracking and resistant to damage caused by rain, sun, 
scuffing, tearing, ripping, and alechol. Colors available are: 
maroon, red, blue, green, brown and ivory. Retail price, 
$66.00. 
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RIGHT: 


A NEW PACKAGE. The line of Justrite stamping and { 
marking inks manufactured by the Louis Melind Co., 362 QUICK -pp 26 
West Chicago Ave., Chicago 10, has been repackaged in RUBBER stamp RY 
this attractive |'/2-ounce bottle and carton. Individual car- 
toning of the bottles is an innovation. The inks available in 
the new package are Justrite Quick-Dry, Slink Kling, In- 
delible, Opaque, Wax Paper, ‘Wet' ink, Hektograph, Num- 
bering Machine, and Thinner and Cleaner. 


RIGHT: 


TWO NEW PRONG.TYPE BINDERS with radical operat- 
ing advantages, have been announced by the Systems Div. 
of Remington Rand, Inc., 315 Fourth Ave., New York 10. 
Adapted particularly for catalogue and sales presentation 
use, they provide the same flat reference convenience and 
ease of changing sheets as a standard ring binder, yet they 
hold more pages than ordinary ring binders. The Prong 
Binder holds 2 inches of sheets as compared to a maximum 
, inch in a 2 inch ring binder. Available in two types—the 
Para-Prong, which uses three sets of split prongs spaced to 
accept conventional ring binder punching; and the Vari-Prong, 
which is equipped with four solid prongs spaced for stand- 
ard Tengwall punching. A single thumb operated lever 
places the binder in half-open or reference position and fur- 
ther pressure spreads the prongs wide open for a quick 
change in contents. 


LEFT: 

A WINDOW FILTER of polished aluminum to aid in com- 
batting dust and pollen, and which does not interfere with 
fresh-air ventilation is the portable Badgaire. Made in 
seven sizes, it is adjustable by sliding end panels, so that it 
fits securely into regular and odd-size windows. Five rust- 
proof layers of metal wire and fine mesh catch the out- 
door grime. A durable rubber edging makes the Badgaire 
air-tight against snow or rain. It can be cleaned easily and 
quickly. Distributed by Badgaire, Inc., 2251 South Allis St., 
Milwaukee 7, Wis. 


RIGHT: 
FOR SORTING PAPERS in preparation for final filing, 
J posting, check reconciliation, mailing, distributing, and 


gathering, the Associated Industrial Designers, 3726 Effing- 
ham Pl., Los Angeles, offer the new model of the Sort-O- 
File. The tabs are labeled on both sides, making two sorters 
out of one, and producing four classes of sorts, including 
the alphabetical index, a 31 tab division divided from 
directory count; a | to 31 numerical division for day-of- 
eld month sorting; twelve tabs with the names of the months 
ie for monthly sorting; and nineteen tabs numbered by fives, 
le- 5 fo 95 for numerical sorting of checks, orders, cards, and 
Ae tickets. Sorts of hundreds and thousands can be made. 


; of 


ige The tabs are made of off-white enameled aluminum. The tabs 
s may be either 10!/. inches long for letters and the majority 
' ~ of office forms, or 634 inches long for checks, cards. Signals 
we may be used. Holders are non-glaring. The Sort-O-File has 
a rubber feet; weighs 24 ounces. A desk rack for attaching 


sorter to the edge of the desk is available. Priced at $15. 
The adjustable desk rack is $5.75. 
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LEFT: 


53 Park Row, New York 7. 


ABOVE: 


RUBBER CORNERS AND FEET are features of the new 
sheet steel wastebasket introduced by the Maso Steel Prod- 
ucts Co., 418 South Clinton St., Chicago 7. The baked 
enamel finish comes in green, gray, or walnut. The basket is 
built of strong sheet steel with reinforced corners, and rein- 
forced top and bottom edges. To prevent damage to desks 
and other office furniture ihe top four corners are made of 
built-in rubber sections colored to match the steel sheeting. 
The rubber feet keep the basket 34 of an inch from the floor. 
The top measures 12 inches square, the bottom 10!/4 inches 
square; height, 14!/2 inches. 


ABOVE: 


THEIR EXHIBIT. During the National Office Management | 


Convention recently, the Mosler Safe Co., Hamilton, Ohio, 
received many congratulatory comments on its interesting 
exhibit of Underwriters’ Laboratories labeled filing safes and 
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FOR THE OFFICE, the new Wheeldex Cub file. In red-trimmed 
black plastic, this file holds a thousand cards, for addresses, phone 
Cards can be added or taken off 
easily. A clever stabilizer holds the Wheeldex automatically steady 
for hand-free reading, yet permits free spinning rotation. Priced at 
$17.50. Furnished complete with 
alphabetic guide set, and soft cover. From the Wheeldex Mfg. Co., 


numbers, for every listing need. 


1,000 white cards, 45-division 


ABOVE, RIGHT: 


MANY comfort features are incorporated in rhe new all- 
purpose chair shown, the latest addition to the Kuehne line. 
The curved back fits the contours of the body. Height, 32 
inches. The inserted back panel and extra-large seat, 16 by 
15 inches, are padded and upholstered. Covers are of 
plastic-coated, flame-resistant leatherette in re:l, blue, or 
brown. Made by Kuehne Mfg. Co., Mattoon, Ill. 


insulated record containers and chests. A cutaway segment 
of a safe graphically displayed through means of arrows @ 
explanatory notes, the construction of the safes and the 
operation of the bolt work and locking mechanism. 
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RIGHT: 


THIS SMARTLY STYLED cocktail smoker will fit into 
the modern office. It is 26 inches high and sturdily set 
on a I0-inch one-piece solid steel base. The table top 
type tray is 14 inches in diameter. The ash compartment 
in the tube is 18 inches long. Finished in chrome, cop- 
per or bronze. Made by Nestler-Fields Mfg. Co., 602 
Wythe Ave., Brooklyn, N. Y 


\GHT: 

TIME CONTROL equipment, the Tym-an-Dater, in- 
uced by the Cincinnati Time Recorder Co., 1733 
ventral Ave., Cincinnati 14, Ohio. Completely auto- 
fic, light in weight for easy portability, the Tym-an- 
ater serves a wide variety of purposes. It is a handy 
ime stamp that gives accurate to the minute recording 
{ arrival or departure. In smaller offices and fac- 
rigs it serves as an attendance recorder. In job tim- 
ng, it can be easily moved from place to place for 
reater convenience and efficiency. Can be supplied 
ith various registrations to fit particular needs. 


ABOVE: 


' FOR THE OFFICE or the library, this new leather desk 
amp. The leather is cordova finish top-grain cowhide, hand- 
tooled with 24-karat gold Grecian border. It comes in 
a green, maroon, and saddle. Over twenty matching 
eather accessories are available. Made by Sainberg & Co., 
Inc., 37 West 26th St., New York. 
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BELOW: 

A GUARDED spindle file from the line of B & M metal 
desk accessories produced by Bushman-Moore, Inc., 2034 
East 7Ist St., Cleveland 3, Ohio. The metal used is an alloy 
of aluminum, hand-buffed to a mirror-like finish. There is no 
plating or surfacing to flake or wear off. Heavy synthetic 
velour, securely bonded and completely covering the bases 
of all the pieces, protects furniture. Its weighted base 
makes the spindle file a paper weight as well. The guard 
adds protection. 
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LEFT: 


FINISHED in 3 walnut or mahogany grained finish this new 
round steel waste basket is offered by the Mayfair Co., 
315 North Desolaines St., Chicago 6. It stands 14!/4 inches 
tall, is 13 inches at the top and 10!/g at the bottom. Im- 
mediate shipment is promised. 


RIGHT: 
FOR REMOVING smudges, fin- 


gerprints, and dust from draw- 
ings, blueprints, maps, and charts, 
the Craftint Mfg. Co., 1615 Col- 
lamer Ave., Cleveland, Ohio, has 
developed the Draw-Kleen clean- 
er. It is sprinkled on the sheet 
while the work is being done, to 
absorb perspiration, surface dirt 
= pencil smudges. When the out 
rawing is completed, it is 

brushed off easily. It can also be KEEPS DRAWING! t wort 
used to clean soiled artwork and CLEANS Sone 
documents which have become . 

dusty or fingermarked. It is not = Cree ead 10, Oe 

a powder, nor is it dusty or gritty. 
Packaged in a handy I|'/2 ounce 
shaker-top can. 


BELOW: 


THREE DIFFERENT COLORS. The Tri-Point is a mechani- 
cal pencil which writes in three different color leads. Any 
desired lead may be used at any time. Tri-Points take the 
place of three ordinary pencils, are easy to operate and refill, 
and are automatic in action. Available in a variety of colors. 
Made by Nichols Products Co., Inc., 325 West Main St., 
Moorestown, N. J. 
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What's Available Now? 


* IN their task of fitting the office for the needs 
of the present and the future, after five years of 
war-created scarcity, office executives everywhere 
are eager to get definite information on what is 
actually now available in the way of office ma- 
chines and equipment. 

To give them this valuable information, Kimball 
Darby, research editor of OFFICE MANAGEMENT 
& EQUIPMENT, is gathering data from the leading 


manufacturers for an editorial series which will 
bring the office buyer and user a comprehensive 
summary of the newer items now available on 
the market. 

The first installment of this feature appears 
herewith, covering dictating and recording ma- 
chines and posture chairs. The next installment, 
to be published in the October issue, will cover 
executive chairs and office typewriters. 


DICTATING AND RECORDING MACHINES 


Brush Development Co., 3405 Perkins Ave., Cleve- 
land 14, Ohio. 


Professional Mail-A-Voice, Model BK-503. 
@ 1134”x 1034” x 554”. Metal case with brown 
or gray Hammerloid finish. Net weight 11 lbs. 


A low-cost professional dictating machine utiliz-. 


Ing records of coated paper. Complete line of 
accessories available so that each installation 
may be “tailor-made” for each purchaser’s spe- 
cific needs. Recording is made by impressing a 
Magnetic pattern in the coating of the record, in 
the same manner as conventional magnetic rec- 
ords. Discs are re-usable by erasing, making for 
low overall cost of operation. Discs can be folded 
and mailed, and re-played on any other model of 
Mail-A-Voice. Machine is portable, each machine 

Ing equipped with cover and carrying handle. 


August, 1947 


Price, (less accessories with head band, erasing 
bar, and 5 blanks), $97; extra Mail-A-Voice 
blanks, $1.25 for package of 20. 


Magnetone, Model BK-303 


@ 2014”x12”x8%4”. Metal case. Gray brushed 
finish. Approximate overall weight 50 lbs. This 
is a magnetic recording-reproducing machine, 
using plated brass wire .0046” in diameter. The 
wire, including reel, will be furnished in 14, 1, 2, 
and 3 hour reels, which can be re-used any desired 
number of times by erasing previously recorded 
material. Recordings are permanent, unless 
erased. Time-saving feature of erasing previous 
recording with recording of new material on wire. 
Machine comes equipped with a unit indicator for 
locating specific points in recording, a Monitor 
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DICTATING AND RECORDING MACHINES 


Speaker and microphone with 8 ft. of cord. Life 
of Magnetone wire is unlimited. 

This machine can be used as conference re- 
corder, for inventory-taking, sales training, and 
advertising. 

$795 f.o.b. Cleveland. 


Dictaphone Corp., 420 Lexington Ave., New 
York 17 

Model AE-2, desk model Dictaphone electronic 

dictating Machine 


@ Height 8”, length 111”, depth 614”. Weight 
2114 lbs.—in carrying case, 2834 lbs. Zine die 
cast, aluminum and steel. Taupe lacquer. 
Has self-contained amplifier used with either 
close or distant-talking microphone; hand or foot 
control; AC or DC current; instantaneous start- 
stop control over rotating cylinder; operates on 
electronic principle—picks up and amplifies voice 
through tiny vacuum tubes and records electroni- 
cally on waxed cylinders grooved by a jewel 
stylus. Cylinder ejector can’t work unless ma- 
chine is in proper position. Automatic monitor 
uses silver stylus on specially treated paper to 
indicate length of letters, instructions, or correc- 
tions. Has warning buzzer which sounds when 
dictate lever is not in dictating position. Bell 
rings upon approach of cylinder’s end. Wax 
cylinder takes 914 minutes of dictation, cost about 
50 cents, and can be used from 60 to 100 times. 
Use of electronics eliminates restrictions of old 
goose-necked speaking tubes; permits a greater 
freedom of dictation; sensitive microphone per- 
mits speaking in conversational tone to either 
desk or hand microphone. Occupies less desk 
space than standard letterhead. Use of wax cyl- 
inder permits maintenance of constant mandrel 
speed and high quality reproduction. $295 plus 
tax. 


Model A-2-M, for 
speeches, dialogue. 

31-9 16” high, 1514” wide, 18-13 16” deep. Zinc 
die cast, aluminum and steel. Crackle lacquer. 
Manual 3-groove back-spacer; local power and 
motor on/off switch; volume control for record- 
ing, and for reproducing; continuous recording 
' through use of two identical recorder-reproducer 
units giving 20 to 30 second overlap on each rec- 
ord. Speed regulator for any speed speech re- 
cording. Control lever interlock to prevent 
ejection of record whenever recording or repro- 
ducing head is in operating position, preventing 
any damage to stylus or record. 15 or 30 min- 
ute recordings per belt depending on type or- 
dered. Can record conferences, speeches, meet- 
ings. Has been standard equipment in CAA 
control towers (for recording flight dialogues), 
in police and fire departments, and other muni- 
cipal organizations. Recording cost, 8.8 cents per 
hour; each record will play back at least 50 times. 
ae reproduction while recording, when 

esired. 


$925 plus tax. 


recording conferences, 
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Model AT-1, Dictaphone electronic dictatinga 
and telephone recording machine in Cameo caja 
net. Height, 33% inches, depth, 11! inch 
width, 13% inches. Weight 77 lbs. Zinc die cag 
aluminum and steel. Taupe lacquer. Automata 
volume control type amplifier for 110-volt, Ag 
or DC operation; combined desk type microphog 
and speaker unit, or close-talking hand mien 
phone. Option of hand or foot control. Ele. 
tronic principle. On-off switch connects power ty 
machine. Selector selects microphone or telg 
phone recording. Hand or foot control stops ang 
starts recording cylinder instantaneously. Vo 
ume control automatically regulates microphongiimy 
recording and reproducing volume but can’t affeg 
telephone recording system. Equipped with § 
warning devices: green light indicates off or on 
red light indicates whether or not telephone mg 
corder is in use, buzzer indicates whether or nom” 
dictate lever is in dictating position, bell indicates 
approach to end of cylinder. 

$395 plus tax. 


Thomas A. Edison, Inc., 10 E. 40th St., New York! 
Ediphone model Director 


@ Floor space 13”x 1114”, 33” high. All steel, 
spot-welded construction. Gray finished to har. 
monize with all type of office furnishings. Ball 
bearing castors; entirely closed, dust-proof; self- 
opening and closing. Convenient letter compart 
ment. Furnished with Quadraphone combination 
desk-type microphone-loudspeaker with selector 
switch base for close speaking, conference, and 
external source recording. Also incorporates sig 
nal light on Quadraphone base to indicate operat 
ing condition of the machine. Electrical foot con 
trol. 

Electronically operated; records on cylinder. 
In addition to recording dictation, speeches, 
small conferences, or interviews, furnishes accu- 
rate, transcribable record of speech taken from 
permanent installations of electrical communica- 
tion apparatus such as public address system, 
radio receiver, telephone, and similar devices. 
For AC or DC. cy 

$468.94, including tax. 


Ediphone model Mercury. 


Base dimensions, less than 814” x 11”, the size 
of a letterhead. All steel spot-welded construction. 
Gray, with self-contained amplifier for either AC 
or DC. Designed to record and reproduce close 
speech only. Uses detachable hand - controlled 
microphone and speaker, with built-in start and 
stop switch in the hand-grip. Microphone holder 
hook and automatic motor switch disappears whet 
the cabinet cover is closed. Amplifier current con 
trol, reproduction of volume control, and sign 
light to indicate operating condition easily acces 
sible and visible on front of cabinet. Electron! 
cally operated; records on cylinder. Eight min 
utes of retording on each surface. 

Amplifier heat is easily dissipated through built- 
in rotary exhaust. Possible to have this type of 
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Tritt. Set 


Soictaphone model AE-2. 2. Soundscriber model RH. 3. Ediphone Mail-A-Voice model BK503. 7. Peirce model 55B. 8. Miles Film- 
rector. 4. Gray Audograph. 5. Webster-Chicago model 80. 6. Brush graph model HM. 
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DICTATING AND RECORDING MACHINES 


equipment mounted on desk, semi-enclosed, or 
fully enclosed pedestal at slight additional cost. 
$350.22, tax included. 


-Gray Manufacturing Co., Hartford 1, Conn. 

Gray Audograph 

Three models under this name: Executive, for 
dictation only; Master Model, combination 
dictation and transcription machine, and 
Secretarial Model, for transcription only. 


@ All three models 954” wide by 9-5/16” deep by 
61%” high. Aluminum is prime material. Fin- 
ished in gray crackle, glare-proof enamel. Weighs 
a little over 15% lbs. No turntable; the record 
is supported on its underside at the point of stylus 
contact by a roller mounted adjacent to the drive 
roller, eliminating inertia of turntable and allow- 
ing instantaneous starting and stopping of record. 
Roller drive. Constant optimum linear groove 
speed instead of constant turntable speed, provid- 
ing twice as much recording per disc, with uni- 
form quality of reproduction at any point of the 
record. Unique indexing feature makes dictating 
and transcribing accurate. Audibility excellent at 
all times and under all circumstances. Built-in 
speaker, or choice of various listening devices. 
Machine will record or transcribe in any position 
even though subjected to shock, turned upside 
down, or operated in any other position, thus is 
suitable for mobile installations. Construction 
facilitates servicing—divided in two halves which 
open on a hinge, making all internal components 
readily accessible. 

Specifically designed as a dictating instrument 
—not an adaptation of an old principle. 

Executive model plus standard accessories, 
$295.57; Master model plus standard accessories, 
$316.77; Secretarial model plus standard acces- 
sories, $277.71. 


Miles Reproducer Co., Inc., 812 Broadway, 
New York 3 

Filmgraph Model HM dictation, interview, and 
telephone recorder-reproducer. 


@ 10” x12”x 12”. Bakelite panel, leatherette 
case. Black. Compact, rugged, light. This re- 
corder-reproducer records and reproduces sound 
from microphone onto a cellulose acetate film 5” 
wide and .002” thick. A hundred tracks are in- 
dented across the width of the film, each indexed. 
Reproduces instantly and permanently dictation, 
interviews, 2-way telephone conversations, etc. 
Instantaneous and permanent play-back; for 
group listening or private earphone listening. 
Automatic voice control-machine starts recording 
as soon as dictation or telephone bell starts oper- 
ating. Error-correction feature; secretary-call- 
ing provision. Electric fast rewind at ratio of 
100 to 1. Public address provision while record- 
ing (or without recording). Buzzer signals oper- 
ator before end of sound track. Quickly remov- 
able reels which last for 34 hours of recording, at 
5 cents an hour. Will record at a distance away 
from the microphone. 
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$750 complete with microphone and builfl 
small speaker. 

Filmgraph Model FR, continuous confegg 
and telephone recorder-reproducer. 10” x 12m 
12”. Instrument panel: black crackle; main pag 
black Bakelite; case: black leatherette. Compal 
portable, rugged; instantaneous start-stop, 
cords and plays back instantaneously and q 
tinuously conferences, interviews, 2-way telephg 
conversations, up to 3 hours. Clear, sensitive 
justable volume for entire group or private midg 
earphone listening. Recording is permanent; egg 
10 cents per hour for material. Rewinding 9am 
necessary. All recordings logged and indexed fg 
filing. Picks up sound 40 feet away from mik 
(concealed if necessary). 


1328 Sherman Ave. 
Evanston, Ill. 
Model 55 B, Peirce magnetic wire recorder. 


@ Dimensions 13” x 12” x 9”. Weight 30 lk 
All metal, gray, wrinkled finish. Clutch develo 
by Peirce for wartime model permits frequej 
and immediate change-over from listening po 
tion to recording position without breaking witt 
this permits the user to hear immediately 
part of his dictation. Foot control switchg 
leave stenographer’s hands free to type. Co 
complete with one full spool of wire, one emp 
spool, and one high-impedance dynamic mic 
phone. Such equipment features as lapel mic 
phones, recorder stands, telephone pick-up dé 
vices, also available. Operates on 50-60 cycl 
110 AC. 

Will record voice sounds made under almost 
any circumstances, such as desk or telephon 
conversations, conference proceedings, inventory 
taking, news reporting, medical or legal recort 
ings, etc. A portable unit, one machine will ade 
quately serve a small office for both dictating ani 
transcribing. For accurate reporting of convers- 
tion among several people, or of conference pre 
ceedings, a four-way mixer system of microphones 
may be attached to a single recording unit whic 
may in turn be used for transcription. 

Only wire recorder designed specifically fo 
office use now being produced and sold in th 
country. 

$400, subject to tax. 


Peirce Wire Recorder Corp., 


SoundScriber Corp., 146 Munson St., New Haven 
4, Conn. 
Model RH SoundScriber desk recorder. flog 


@ 1134” x 10” x 8”. Walnut. A recording mp tur 
chine with playback through built-in loudspeaker J scu 
Hand microphone also available with executiv? 
microphone which leaves both hands free. Elec}! 
tronic recording by embossed suund grooves ; 
Vinylite discs. Recording head has permanetiy '0 


diamond-tipped stylus for highest quality ree 
ing of dictation or important telephone ca™ ; 
Play-back head has sapphire-tipped stylus, a D 
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1. DoMore Postur-Matic model 790. 2. Art Steel Sales model 101. 


3. Cramer Aluminum Ease model 823. 4. Burroughs Style |. 


5. Harter 


model E-15D. 6. Wells Posture-Rite model 127. 


floating, feather-light pressure. Hard surface 
turntable for precision groove embossing, without 
scuffing or other damage to disc; this method of 
recording is an exclusive patented feature. Light- 
beam indexer provides accurate indexing; wink- 
ing light indicates, by varying intensity, exact 
Volume of recording being made. New patented 
ash-start motor; direct gear drive, sealed in oil— 
0 complicated parts—for long life and low cost 
operation. Dynamic speaker built into cabinet 
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reproduces discs with radio-like clarity. Cabinet 
sturdily constructed of bonded, molded plywood. 

Three disc operation: For instance, if inter- 
rupted by ’phone while dictating on 7” disc, dic- 
tator can place 5” disc over the 7” disc and record 
two-way conversation on the 5” disc; then, if 
desired, can place a 3” disc over the 5” disc carry- 
ing the telephone conversation, and dictate a tele- 
gram regarding the phone conversation. He can 
then hand 3” disc to secretary for action, remove 
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Gictation « on 7” disc. 


Modal, 1s “transcriber. 

pons, material, finish same as for Model 
R * 

This -secretary’s transcriber is play-back ma- 
cnt quipped with foot controls for instanta- 
eta +t gadeestop, and back-spacing as accu- 
tat ak enecing on typewriter. Choice of 
en of listening devices available: Soft 
Speaker directs sound in a beam to ear, others in 
the room eannot hear it (this device stands on 
floor or desk and eliminates head attachments) ; 
Reband, light and comfortable, with patented 
areal delivering sound over the entire sur- 
thé, device; Monoset, or stethoscope-type 


2 fice. 
"$223. 92, including tax. 


“Model LH, portable SoundScriber, with hand 
microphone. 

For use at home, hotel, in auto, plane, or 
trains, wherever electric current is available. 
856” x 934” x 1314”. Genuine leather case; 
also available in Fabrikoid-covered case. Con- 
struction, principle of operation, performance 


5 dise, {permanent record of the call), and re-. a 


same as for model RH. Choice of hand or buili 
extension microphone. 
$339.71, tax included. 


Webster Chicago Corp., 5610 Bloomingdale 
Ave., Chicago 39 
Webster-Chicago Model 80 wire recorder. 
@ 173%” x 113%” x72”. Stamped metal pa 
housed in well constructed plywood case cove a 
in simulated burgundy leather. Portable; tak 
up no more space than an over-night bag. Mie 
phone with 8 feet of cord. Motor is 4-pole, shad 
pole, self-starting induction type; constant uni), 
form speed. Carrying weight, 27 lbs. Volum: 
control, record-listen switch, built-in speake}- 
Steel wire is supplied as standard equipment f 
this model. Small diameter (.004”) wire permi 
continuous one-hour recordings on single stand) 
ard spool. Capable of erasure for correction 9 
for re-use of spool; 3 spools come with set. Oper 
ates on 105-120 volts, 50-60 cycles only. Trip 
purpose: records, plays back, erasgs.. ' Especial 
suited for dictation. Recordings gn n be replay 
thousands of times or stored for fulture play wi 
no appreciable loss of volume or tone quality. Ra 
cording speed, 2 feet per second; rewinds at 1¢— 
feet per second. 4 
$149.50; west of the Rockies, $153. 


POSTURE 


CHAIRS 


Art Steel Sales Corp., 306 E. 145th St., New 
York 51 
Stenographer's posture chair No. 101. 


@ Seat 1734” width, 15” depth. Wood (birch or 
maple). Spring mechanisms of iron. Genuine 
leather upholstery. Walnut finish; colors of 
leather: red, brown, green, or maroon. Improved 
control mechanism with four adjustments. Noise- 
less casters. 

Regulation provided for seat and height, height 
of back, pitch of back, spring tension. 

Approximately $40. 


Cramer Posture Chair Co., 1205 Charlotte St., 
Kansas City 6, Mo. 
Aluminum Ease, Model 823 


@ Base width 2234”, caster spread 21”, seat 
height adjustable 1714” to 21”, seat size 17” x 16”, 
back size 1234,” x 121% a 

Major cast aluminum construction, 2 - plate 
aluminum backs, aluminum legs. Molded foam 
rubber cushioning. Baked enamel. Built-in, all- 
around bumper. Unique back construction with 
perforated inner plate; micro-grip adjustment; 
removable cover. Three simple adjustments for 
height and depth of seat, height of back. For 
clerical workers. 

Cramer oval molded foam seat cushion is new; 
it is designed to afford maximum comfort, elimi- 
nating “under knee” pressure, minimizing rectal 
crowding, and permitting better ventilation. 


Aluminum Ease, Model 8223 
Same as for Model 823 except add 1814” width 
between arms. For junior executives. 
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Burroughs Adding Machine Co., Detroit, Mich. 
Style I posture chair. 
e@ Dimensions of back, 8” high x 1334” wf 
dimensions of seat, 17” wide x 1514.” deep. La: 
form fitting seat castings and. curved back-re 
are fitted with foam rubber cushions, upholstered 
in a rich brown, smartly tailored, plastic- coated: 
material, flexible and durable. 

Seat base and back frame are all one a 
aluminum castings for increased strength. Chairs 
mounted in ball bearings for quiet, easy move 
ment. Caster wheels lined with oilite Lae 
that make them squeak-proof. Compact, light. 
Price available at local Burroughs offices. 


Dependable Manufacturing Co., 1908 California 
St., Omaha 2, Neb. 

Model No. 418 Tru-Posture. | 

@ Adjustable 17” to 21”. Metal frame, Paratex 

pad. Choice of olive green or steel gray. Electric 

arc-welded frame, every weld guaranteed. 
Four adjustments and quality workmanship 

contribute to proper balance and comfort. 
$33.50 


roe ftatao|3afo 


Domore Chair Co., Elkhart, Ind. 

Model 790 Postur-Matic 

@ Wide range of seat heights; wide range of po- 
sition of back rest. Live rubber cushion covered 
with frieze mohair or leather. Choice of gray, 


olive green, brown, or maroon for frame. ad 
Ventilated seat and back (exclusive patent 
Domore feature) ; completely adjustable. Scien- 
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"wil 
Dp. Lai 
pack-re 
nolsteredi-** 
ic-coated 


ne pieed 
. Chair 
yy move 
bearing 
t, light, 
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| |. Sturgis model Standard 612. 2 Murphy 
ifornia model 417. 3. Dependable Tru-Posture 
model 418. 4. General Fireproofing Good- 
form model 2123. 5. Shaw-Walker model 

| 6421. 6. Sikes model x-133 1/2RL. 7. Metal 
Paratex Office Furniture Co. model easyrest Style 
Electric ©¢!. 8 Gunlocke model 6-E RSB. 
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POSTURE CHAIRS 


tifically shaped sections in the seat cushion, so 
placed as to provide maximum comfortable sup- 
port when seated properly, and remind one to sit 
properly when not doing so. 

$38.50. 


General Fireproofing Co., Youngstown, Ohio 

Goodform Adjustable Chair No. 2123 

@ For the secretary and typist. 

155” ; width overall, 1558”; width of base, 2414” ; 

height of back from seat, 12” to 1514”; height of 

a from floor, 1714” to 20124”; depth of seat, 
8 - 

Aluminum alloy heat-treated after fabrication 
so that the metal is practically as strong as steel. 
Standard finishes: satin aluminum, olive green, 
mahogany, and walnut. 
natural metal polished to glass-like smoothness 
and anodized by an electrolytic process fo provide 
a surface hardness highly resistant to scratches, 
mars, and rough edges. Can be cleaned with soap 
and water. 

Five adjustments enable chair to be fitted to 
any individual so as to provide practical working 
comfort. Seat is shaped and cushioned with a 
layer of foam rubber to provide even distribution 
of weight. Chair cannot split, splinter, warp, or 
develop rough edges to tear hosiery and clothing. 
All parts welded and then heat-treated. The chair 
iron was designed especially for this chair—four 
of the five adjustments are built into the iron. 
Chair is furnished with 15” top-bearing casters 
with either soft- or hard-rubber wheels. Sockets 
are molded into the base and the casters will not 
fall out. A new base will be furnished free of 
charge if they do. Air-cooled foam rubber is 
standard cushioning material. Upholstery units 
are securely attached and yet, in case of damage, 
are easily removed and replaced in a few minutes 
by use of a screw driver, and at a nominal cost. 
Standard covering material is Goodform plastic 
coated fabric. 


Five adjustments designed to provide working 
comfort: First enables seat to be placed at the 
proper height to eliminate pressure on nerves and 
blood vessels of the under part of the thighs at 
the front edge of the seat, second permits raising 
or lowering the entire back to allow for differ- 
ences in long- and short-waisted users, third per- 
mits moving the back forward or backward to 
accommodate slender and stout persons, fourth 
permits adjustment of back rest pad so that occu- 
pant receives support for flexible section of the 
spinal column, fifth permits adjustment of spring 
control so that user can secure adequate support 
in the working position and complete relaxation 
by leaning back. 

Chair is specifically designed for the stenog- 
rapher and tyist. The iron is engineered to carry 
out this specific purpose. The pitch of the seat, 
the range of the back adjustment, and the size 
and temper of the spring all are controlled by the 
iron so as to be most suitable for this model chair: 

Top-bearing casters are standard because it is 
believed that this 154” caster does the best job 


Width of seat, 


Satin aluminum is the 


- « $38.10; mahogany, walnut, $41.10. 
“* W.H. Gunlocke Chair Co., Wayland, N. Y. 
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ed 


on the type of work for which the chair is 
signed. Since, if casters swivel too freely g 
stenographic chair, workers will creep away f 
the machine and must constantly pull themse 
back, ball-bearing casters are not recommen 
on this chair, although they are optional. 
Zone 1: Standard gray, green, satin alumin 


Model 682 RSB. 
@ Width of seat, 16%”; sitting depth, 143, 
height of back, adjustable, 1542” to 17%”. W 
frame, leather upholstery, with foam rubber 
terior. Offered in oak, walnut, green, and 
finishes. 

Completely adjustable — the back rest 
mounted on a hinge to give even support to 
user in both upright and relax position. Provi 
working comfort, with an opportunity to cha 
position without discomfort. 

Retail price determined by dealers. 


Model 684 RSB. 

Width of seat, 18”; sitting depth, 1614”; hei 
of back adjustable, 15144” to 1742”. Other spec 
cations same as for Model 682 RSB. 

Designed for secretaries, male office work 
and those who prefer a larger chair. Back | 
larger too. 

Retail price determined by dealers. 


Harter Corp., Sturgis, Mich. 
Model No. E-15D. 


@ Seat 16” wide, 1414” deep. Height adjusta 
from 17” to 21”. Back 131%” wide, 7” deep, 
thick; adjustable horizontally through 10” ra 
vertically through 2%” range. Steel frame, 
diameter. Bonded foam rubber seat, 31%” thi 
Chair may be had in Koroseal, Tolex, or Go 
Grospoint upholstery. These types of uphols 
are available in green, brown, or maroon. 

Upholstered in Tolex, $36.60; in Kor 
$38.10; in Goodall Grospoint, $39.55. 

Has three simple adjustments that can be m 
by user without the use of wrench, screw-dri 
or other tools. 


Metal Office Furniture Co., Grand Rapids, Mich. 
Model C-61 Easyrest. 


@ Width of seat 16”, depth of seat 13”, bi 
1234,” x 714”; adjustable in height from 1614’ 
20”. 

Steel, welded construction; upholstered sé 
and back in plastic leather. Frame in metal 
gray or olive green; upholstery in various colo 
Seat upholstered over cushion of 24 coil spring 
Noiseless swivel mechanism requires no lubric 
tion. 

Back is adjustable by user while seated 
provide proper posture support; variable se 
depth automatically provided by change in bac 
Simple fool-proof mechanism enables girl to 
chair to her needs; no projections or rough si 
faces to snag hose or clothing. Zone 1, $24. 
zone 2, $25.75; zone 3, $27.50. 


(Turn to page 56) 
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to) RESERVOIR 


DESK SETS 


SAFETY FEATURE 
: : 2 The exclusive design of the reservoir 
makes it all but impossible to spill 
writing fluid with the Sheaffer Safeguard, even when the 
set is tipped or overturned. This safety feature makes the 
Safeguard the most practical desk set available for home, 
commercial and industrial use. 


a 
& 


POINTS Choice of four, inter- 
changeable 14-K gold point styles 
«+. for every writing need or prefer- 
ence. Point styles: Extra Fine, Fine, 
Shorthand and Medium. 


SIMPLE REFILL 


Refill mechanism of the Sheaffer 
Safeguard is simplicity itself. Full 
2-0z. bottle of Sheaffer's Skrip can 
be quickly and easily emptied into 
the reservoir without danger of spill- 
ing a single drop. 


o lubric 


seated 
able sé 
> in bad 
rirl to 
ough sil 
1, $24.5 
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EVERYONE IN T 
APPLAUD THE NEW. . 


f. q : 
A, 143, 
a W - 
ubber 


HE OFFICE WILL 


4 MINIMUM FLUID EVAPORATION 


Interior construction of the fluid reservoir is such that fluid 
evaporation is held to a very minimum. Point of pen ts 
constantly immersed in writing fluid, thus always ready for 
instant, smooth actions 


From the mail boy to the president, everyone in 
the office will agree that here at last is the most 
practical office desk set ever built. Once they see 
it demonstrated . . . they'll all want one. And 
with good reason, for the new Safeguard by 
Sheaffer's is attractive, as well as efficient . . . 
lends an air of elegance to the desk. And a 14-K 
gold nameplate adorns its durable base. W. A. 
Sheaffer Pen Co., Fort Madison, lowa. 


TWO GREAT SHEAFFER SHOWS! 


Sunday: “Sheaffer's Parade’, 3 P.M., E.D.T.; 2 P.M., E.S.T.; 2 P.M., C.D.T.; | P.M., C.S.T.; 12 Noon, M.T.; 11 A.M. P.T.; N.B.C. Network. 
3 "The Adventurers Club”, 10:30 A.M., E.S.T.; 11:30 A.M., E.D.T.; 9:30 A.M., C.S.T.; 10:30 A.M., C.D.T.; 8:30 A.M., M.S.T.;7:30 A.M.,P.S.T.;C.B.S. Network, 


SHEAFFER'S 
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Purchasing Agents @ Office Buyers 
QQ Wl" YY_ YOUR ATTENTION 
Seno MISTAKING 


SAVE 


MONEY (Your duplicating 
costs can be minimized by 
direct buying). 


S G 
OKGTOCRACY7 


TIME (Your procurement 
headaches can be relieved 
by purchasing from this one 
source of supply). 


LABOR (Your copy-repro- 
duction problems can 
solved by having your opera- 
— with quality mate- 
rial). 


RECORD CARBONS 


AND RIBBONS A COMPLETE LINE 
Bi. At 


OF SUPPLIES 
FLUID DUPLICATOR 


| _ DIRECT PROCESS SUPPLIES 
.. 


e Pencil Carbons 
e@ Type and Platen 


Cleaner. 
U 


® Alco Ribbons 

e “ Carbons 

e “ Units 

e “ Fluids 

e “ Original Papers 
e@ “ Run Papers 

© Copyinx Hand Cleaner 


GELATIN, 
SUPPLIES 
| | 


© Gelatin Rolls 


© Stencilrun Papers © Gelatin Films 
© Writing Plates © Hecto Ribbons 
® Hecto Carbons 


© Copyinx Hand Cleaner 
© Original Master Paper 


© Copyscopes © Fastbrite (Coated) 
© Stencil Filing Cabinets copy papers 
© Recordrun papers 


Special Offer to Inquiries 
The many “processes” of duplication and the degree 
to which they may be employed prevent our making 
en offer without solicitation (from you). Let us 
know the process and extent of your duplicatior 
work and we will submit an offer that cannot be 

equalled by any other supplier. 


COPY PAPERS Inc. 


. -CHICAGO 6, ILL. 


700 WEST LAKE ST.. 


“Wo I Right urith Copy brite ” 


Offices in All Principal Cities 


a) 


POSTURE CHAIRS ~ ( 


(From page 54) 
Murphy Chair Co., Owensboro, Ky. 
Junior executive posture chair No. 417 
@ First of a new line of posture chairs to 
brought out by this company. Made of pe 
wood, finished in walnut and mahogany, with 4 
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the usual adjustments of a posture chair in ad@ 
tion to a hinged back and a locking device, whic 
gives the user the option of having a reelinin 
back or a stationary back. Purpose in bringin 
out this chair is to satisfy a demand for an ine 
pensive junior executive posture chair in a mark 
where most chairs of this type are high-pric 
Price in a range of about $35 to $40. 


Shaw-Walker Co., Muskegon, Mich. 
Model Nos. 6421 and 6425 


@ Large posture chairs (6425 has added tiltin 
mechanism). Height range, 1714” to 20”. Fram 
of aluminum. Foam rubber cushioning unde 
Cavalon upholstery material in colors to mate 
tops of Shaw-Walker desks. Satin alumin 
finish. 

Can be had with or without tilt mechanis 
Ventilated seat and back. Light weight. Bac 
rest hinged and adjustable so that its complet 
surface firmly contacts body. 154” soft-rubbe 
casters. Larger seat and back than a third mode 
built expressly for typists. 


The Sikes Co., 20 Churchill St., Buffalo 7, N. Y. 
Model X 1311/2. 

@ Height of seat from floor, 1614” to 191,” 
maximum height from seat at back, 1614”; widti 
of seat, 1714”; sitting depth, 14”. Quartered oak! 
mahogany, or walnut finish on birch. oh 


Fixed-Floating seat and Kradle-Tilt pivoted ba 

action; “fixed floating” refers to coordinated 
tilting of seat (no perceptible rise of front o 
seat) with back; full custom hand adjustment: 
that permit the chair to give the most generou 
working comfort; no tools required ; adjustment 
are easily made. An all-wood chair. 

$40.50. 


Model X133% RL. ; 
Junior executive model posture chair. Heigh 
of seat from floor, 17144” to 201%”; maxim 
| height from seat at back, 15”; width of seat, 18” 
sitting depth, 14”. Mahogany or walnut finish 0 
| birch; upholstered foam rubber seat, upholstered 
back. An all-wood chair. 
$62.00. 


Sturgis Posture Chair Co., Sturgis, Mich. 
Standard No. 612 : 
@ Seat height adjustable, 17” to 21”. Frame, 1 
tubular welded steel; seat, Versilon leatherette 
covering in a variety of colors. Frame finished 
with infra-red baked on enamel. Chair is a¢- 
justable to the occupant for posture comfort; new 
114” thick seat of padded, resilient Nukraft, hair 
latex cushioning materal that distributes the 
weight evenly, preventing “bumps,” “waves, 9 
any other unevenness. 
(Turn to page 58) 
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ay we inserted fast in 
ve G/W holders. 


Keep your business facts and figures 
right at the tips of your fingers! G/W 


visible record equipment tells at a 


. 


Height 
aximumy jarasqmores istanty glance the condition of inventory and 
at, 18°] pene 
inish 0 sales standing, spots production lags, 
olstered 


flashes profit leaks. 
It not only raises efficiency to the 


maximum, but it actually cuts cler- 


ame, 1” 
therette 
finished 
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rt; new 
ft, hair 
res the 
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ical time in filing and finding records 
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ONE 


—uT RECORD-KEEPING COSTS siico’ 


3B igaecce, ar 4 | 


Mins JP he 
a 


He CONTROLS INVENTORY 


Wh PRESENTS SALES 
PICTURE ~ 


W Fiasues prorit 


% spots propuction 
LAGS 


Quickest, Easiest Way Is With 


Sw VISIBLE RECORD EQUIPMENT! 


by as much as one-third. 
G/W visible record equipment is 


built to give lifetime service and satis- 


_ faction. Get yours now. 


For further information, call your 
G/W dealer or write The Globe- 
Wernicke Company, Norwood, Cin- 
cinnati 12, Ohio for a free descriptive 


circular. 


Stationers’ Sumiiies : 
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Cards lie flat, easy Lo write on 
front or back. : 
| ow ‘ : 3 Visible Record ns | 
FILING EQUIPMENT AND SYSTEMS . 
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hong 


The "CROWN" line of 
daters and numberers 
have earned themselves 
the reputation as the 
best. Constructed of 
nickel plated steel 
frames—alumi rolls 
and deep moulded 
bands can truly be called 
“BUILDERS OF GOOD 
WILL" 


MARKING DEVICES 
for 


DOMESTIC & EXPORT 
Trade 


WE PRIDE OURSELVES ON MAINTAINING 

THE REPUTATION OF HAVING THE MOST 

“COMPLETE LINE” OF MERCHANDISE AT 
ALL TIMES. 

WRITE FOR NEW CATALOG TODAY. 


The "STAR" brand of 
daters and numberers. 
An inexpensive but serv- 
iceable group of stamps 
possessing the same 
quality of workmanship 
as put into the most ex- 
pensive line of daters 
and numberers 


TULL 
\UUL) 


1 2Eb\0-\b 


PASTSWART 


-& COMPANY, inc. 


80 DUANE ST. NEW YORK7,N.Y. 


| 
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POSTURE CHAIRS | 


(From page 56) 


New three-way method of making adjustment 
easily and quickly without tools. Firm-Flex back 
rest gives to every body movement. All steel eo, 
struction; lowest priced chair in the line. 

With Firm backrest, $22, with Firm-flex ba¢e 
rest, $23. 


Wells Office Furniture Co., 725 So. La Salle S¢., 

Chicago. 

Posture-Rite Model 127 

@ Adjustable seat height, 1714” to 2114”; size of 
back rest, 13”x 7”; seat size, 16” x 1314”, with 
4” No-Sag spring type cushion. 

All-steel frame, 1” steel tubing; seat of simv- 
lated leather in tan, Spanish brown, or green, 
Back frame and base triple plated hard chrome. 
Embodies all posture adjustments. Ball-bearing 
swivel, round adjustment handles, 2” ball-bearing 
rubber casters. Mechanical parts of chair are 
guaranteed for life, casters and upholstery ex- 
cepted. 

Wells posture line is rapidly being expanded to 
consist of from 15 to 20 different units, all of 
“ia will belong in the posture chair group. 

41.40. 


Management Booklets Available 

The American Management Association, 330 West 42nd 
St., New York, has just issued four new pamphlets in its 
production series. The four pamphlets are “Guides to Man- 
agement Operating Policy,’ “Planning and Administering 
Effective Incentives,” “Modernizing Manufacturing and Pro- 
duction Controls,” and “How to Develop Competent Su- 
pervision.” 


Elected to Membership 

Duncan Stewart Lennox, vice-president and controller 
of Fisher Corp., Ltd., Honolulu, Hawaii, has been elected 
to membership in the Controllers Institute of America. The 
institute is a technical and professional organization of con- 
trollers devoted to the improvement of controllership pro- 
cedure. 


Personnel Management Counsel Firm 

William S. Sadler and W. Keith Hafer have opened 
Sadler, Hafer & Associates, personnel management counsel, 
at 333 North Michigan Ave., Chicago. The firm is engaged 
in the counselling of personnel management and will spe- 
cialize in psychological testing for plant, sales, administrative 
and office employees, as well as individual vocational guid- 
ance. ; 

Mr. Hafer was personnel director of the International 
Cellucotton Products Co. and has been in the field of per- 
sonnel for eight years. His wartime experience included a 
post as administrative assistant at the American Embassy 
in Paris and a two-year tour of duty as a major on the 
general staff of the late Gen. Leslie J. McNair. 

Dr. Sadler is the author of many books on psychiatry and 
psychology and pioneered in the development and use of 


SOL 


psychological laboratory techniques. 

Consultant to the firm is Dr. Robert H. Gault of North- 
western University who is the author of many works in 
the fields of psychologic training in indust:y and employee 


, management relations. 


Other members of the firm include Dr. A. K. Witchureh, 
L. D. Matz, and B. T. Stevens, each a specialist in the field 
of personnel management. 
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CARBON PAPER 


that's why good typists 


choose 


KEEN-RITE 


and 
SUPER-TREATED 


Both the popularly priced 
KEEN-RITE and the de luxe 
SUPER-TREATED brand are 
made by a special process 
to prevent curling and smudging. Every typist can now 
get clearer, cleaner copies along with maximum wear. No 
more unsightly erasures and no more soiled hands from 
handling. 


The famous patented "Carbon Gripper" 
in every box of Codo Super-Treated, 
Super Kote and Keen Rite. 


~ MFG. CORP. 
- South Franklin sant Bee Lat yette 


270 . 
Chicago - New York 
Factory: Coraopolis, Pa. 
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TO THE EDITOR 


Filing Photograph All Wrong? 


EpITor, 
OrFrice MANAGEMENT AND EQUIPMENT: 

To a file or motion study expert, the photograph 
page 29 of your June issue showing Mr. Hauer, of Am4 
ican Viscose Corp., reaching for a folder filed on a she} 
all wrong because in real life the gentleman would ne 
be able to use this particular file from the angle pictuy 
The file numbers on the folder tabs not only face away fry 
him but they are also upside down. 

The picture should have been taken with Mr. Haug 
left side nearest the shelving and should have showed }j 
pulling the folder out with his right hand while holding 4 
adjacent folders back in place with his left. Using a 
of folders on a shelf is a two-hand operation because : 
user has to hold back the weight of the folders which q 
resting against the one he is trying to pull out. If he dg 
not do this, not one but many folders will come tumblij 
off the shelf when he pulls. 

Marcaret M. WEIs, 
Editor, “The Folder,” 
Filing Association of New York. 


Miss Weis’s comments on Mr. Hauer’s picture shows keg 
analysis even if we have to disagree with her on nea 
every count. 

Mr. Hauer uses this wall-cabinet type of file constan' 
exactly as pictured. The angle of the file was carefully pos 
for this picture to bring out exactly how he selects and sna 
out the printed graphs or form, as you can see. He seld 
removes the file further than this, pushing it back in pla 
after extracting the wanted sheet. Each folder contai 
approximately twenty-five sheets of only one type or ps 
tern, printed on semi-firm paper. 

The file numbers on the folder tabs purposely face out 
the file girls can see them and have room to file. The 
verse method did not work out, for lack of space to work i 
The file numbers are correctly written for this approach. 

We tried pulling out some ten individual folders and } 
no difficulty with any other folders “tumbling off the shelf! 

The method of filing, as you know, was adopted durir 
the war by many government agencies for certain purpose 
because of shortage of equipment. Aircraft plants wi 
many thousands of blueprints found it much more efficie 
than the regular file—Lockheed, in particular. We picke 
the idea up from a film on office shortcuts showing t 
Lockheed installation, and adapted it to our own needs. 

We just rechecked with the file clerk and the user; 
both prefer the new method. It eliminated four cabinet 
and saved valuable space. 

Georce J. QUINN, 
American Viscose Corp., 
New York. 


Folder Available 
An approach to modern letterhead design is covered 

in an illustrated folder, The Proper Use of Illustrative Treat 
ment in Letterhead Design, which is available on reques 
from the Lithographers National Association, 420 Lexingto 
Ave., New York. 
The folder points out that simplicity alone is not te 
objective, nor is individuality, but that a good letterhe 
reflects the product or service of the company whose mes 
sage it carries. Illustrative treatment is used to achieve 
this objective. 
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All Numbers 


BAINBRIDGE FIBRCAN 


AVAILABLE FOR DELIVERY NOW 
The Demand Is Nation-Wide— 


Brown b All Sizes 
or ut we are a . 
Green READY TO SHIP! a 


CASE-HARDENED FIBRE — METAL RIMS AND BOTTOMS 


Popular Office Trio Utility Wheel Can 
(Rubber Wheels) 
No Top Bottom Height tili! 
1 10” 8” 12” Tapered Utility C-150 16%x30" and 16%x36” 
2 12” 10” 15” Can 18x30” and 18"x36” 
3 14” 12” 16” : 20”x30” and 20”x36” 
C-115 

The “Multiple-Use Can” ee Heavy Duty Utility Can 
No. Top Bottom _— Height Height - - 21” C-110 Same as C-150 
9-S 12” ag 28” but without wheels 
10-8 12” 12” 30” C-110 16x30” and 16”x36” 
10 14” 14” 30” 18”x30” and 18”x36” 
ll 16” 16” 30” 20x30" and 20x36” 


BAINBRIDGE, KIMPTON & HAUPT, INC. 


Office Equipment Distributors and Wholesale Stationers 
218 GREENWICH STREET NEW YORK 8, N. Y. 
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finest checking and 
marking crayon made! 


<i WASHABLE SILK CRAYON No.295 it] 


MADE IN USA. 


STAONAL os | | 


—_ 


ream AMENT 


" STAONAL 


MADE HUSA. 
WATS 


i 


STAONAL “E 


SPECIAL CRAYONS FOR EVERY USE 
AND EVERY KIND OF SURFACE 


There is a Staonal for marking Boxes, Crates, Bundles, 
Paper Parcels, Shipping Tags; for China, Glass, Cellu- 
lose, Plastics, Tin, Metal, Textiles, Leather, Wet and 
Dry Lumber, Rubber, Paper; Oily, Wet or Dry Surfaces; 
for use in Bowling Alleys. 


All are free from grit, waterproof and permanent, or 
washable, as required. Made in a wide variety of 
types, shapes and colors for every imaginable marking 
purpose. Packed one dozen sticks in a box, one gross 
in a container. 


No. 2 is the outstanding crayon for general 
marking, express packages, shipping containers, etc. 


Gold Medal Products Lead on Merit 


BINNEY & SMITH CO. 


41 East 42nd Street, New York 17, N. Y. 
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Historical Records 


(From page 34) 
Until very recently, this assistance has been yi, 


tually unobtainable, and as a result, many firms $ 


have resorted to committees formed generally of 
their department heads to select material worthy 
of preservation from massive accumulations of ; in. 
active papers. This procedure has its shorteom, 
ings, for, while some department heads want t 
keep all their records forever, others are prox 
to throw away everything in sight. The commer. 
cial archivist, acting as referee and counterbal. 
ance, can derive from what would be decidedly 
variegated opinions a uniform, consistent policy 
of record retention. 

A firm has recently been organized to effect the 
creation of workable, usable archives and the 
maintenance of the records reposing therein, Tp 
eliminate overcrowding and resultant confusion 
of files, the first duty undertaken by this concern 
after completing a survey or inventory of exist. 
ing forms and other papers used, is to establish 
retention period for each record owned by the 
company which engages it. Next, after destruc. 
tion called for has been carried out, an archives 
setup is accomplished so as to render reference to 
worthy material easy and feasible. If desired, his- 
torical records are catalogued and research con- 
ducted into their contents so that executives may 
have digests of them both as guidance and also to 
indicate what material exists should legal diff- 
culties arise. This firm is designed to act in either 
full capacity to manage or even be physical cus- 
todians of inactive records, or as consultant in 
the establishment of archives procedures. 

The value of historical and other inactive yet 
not obsolescent records of a company, whether 
the concern be small or large, is tremendous. With- 
out their availability when need arises for the 
data they contain, the company can and often 
does suffer serious financial loss. Conversely, the 
money saved by orderly archives will reimburse 
all efforts directed to that end. The use of archives 
material of historical nature, not in the distant fu- 
ture but today, to shape tomorrow’s decisions, will 
yield profits which invariably come from the ap 
plication of experience. 


Purchasing Heads Named 

The home radio division of the Westindhouse Electric 
Corp. has announced the appointment of Herbert W. Me- 
Keague as purchasing agent, and J. Russell Todd as assis- 
tant purchasing agent. Mr. McKeague was formerly assis- 
tant to the vice-president in charge of the purchases and 
traffic division at Pittsburgh. He joined Westinghouse m 
1940 as buyer and assistant purchasing agent in the indus- 
trial electronics division at Baltimore and two years later 
became purchasing agent of the transformer division at 
Sharon, Pa. Mr. Todd has been active in purchasing activ- 
ities with Westinghouse since 1941. 
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Office Safety 


(From page 24) 


to offices. This equipment rules out possible back | 
strain. | 

With maximum control of physical factors, | 
there are still hazards in offices that may result 
in injury to employees who disregard precau- 
tions. Only through safety consciousness, foster- 
ing the habit of doing things the safe way, can 
these be reduced. 

Slogans used as subheads in the monthly column 
of the Supervisor of Safety impress the wisdom | 
of safety mindedness—“Safety is Never Old-F?sh- | 
ioned”, and, “Think: Is It Safe?” 

Awareness of hazards in using paper-cutting 
machines and in tearing off roll paper in store 
rooms makes employees careful to keep fingers 
at a safe distance from sharp edges. 


Care in feeding paper into duplicating machines | 
of various types is urged to prevent fingers catch- | 
ing. When typewriters are pulled too hastily and | 


forcefully from compartments there’s also the 
possibility of jamming a finger. 


Use Cabinets Wisely 

Office employees are reminded to use filing cab- 
inets wisely, avoiding the error of leaving too 
many drawers open. For if heavily weighted, the 
cabinet may topple. 

Safety consciousness results in cautious use of 
corridors and staircases, where accidents may oc- 
cur through inattention and haste. 

“Think Before You Tread” is a slogan full of 
significance for office workers, who may, for in- 
stance, have rushed into an unfamiliar office only 
to discovering, too late to avoid a fall, that the 
floor was highly waxed. 

Emphasis on fire prevention discourages the 
habit of flicking matches into waste baskets in- 
stead of ash trays. 


With the aim of making workers and their 
families as safe as is humanly possible in all their 
pursuits, Brake Shoe’s Supervisor of Safety 
warns against numerous home hazards in his 
column. 


The following hazards have been included in | 


listings : 

“Faulty electrical connections, unlabeled pois- 
ons, torn or loose carpet edges, unsafe climbing 
and reaching, cracked or broken glassware, un- 
lighted stairways, stairs without handrails, trash 
in the yard, smoking in bed, reaching over stove 
burners, bathtub without handhold, matches 
within children’s reach, curtains near flame, elec- 
tric appliances or cords within reach of children, 
Porch steps in poor repair, toys that can cut or 


if 
typing racket 


gets your 


é 
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IT’S A SILENCER! 


KIL-KLATTER muffles typing noise . . . ab- 
sorbs typing shock . . . makes the whole office 
quieter and more pleasant. Made 
of famous OZITE All-Hair Felt. 
Stays resilient forever. Dent- $100 
proofed top, skid-proof bottom. ss 
Fits all typewriters and many _ AT YOUR 
other business machines. STATIONER’S or 


AMERICAN HAIR & FELT COMPANY 
The Merchandise Mart, Chicago 54, Ill, 


KUL KIATIER 


THE SCIENTIFIC TYPEWRITER PAD | 
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stab, starting car in closed garage, flammable 
Christmas tree ornaments.” 

Encouraging group effort and leading workers 
to pass on their knowledge of safety precautions 
to associates are Brake Shoe’s $50 improvement 
awards, made every six months to plants where 
the “accident factor’, based on both frequency and 
severity of accidents, shows at least 50 percent im- 
provement over the accident factor for the pre- 
vious six months. With every additional 5 percent 
improvement over the 50 percent, the award is in- 
creased by $5. 


Safety committees of plant employees some- 
times divide awards equally among members of 
the personnel or may decide on a use to benefit 
others. Such instances are featured frequently in 
Brake Shoe News. A safety award of $88, made to 
the Ramapo Niagara Falls plant, for example, 
was divided equally among three employees who 
had been sick and unable to work for some time. 
An award of $300 at the Christmas season was 
used by employees of The Brake Shoe & Casting 
plant in Denver to buy 20 turkeys and 60 roasting 
chickens which were distributed through a draw- 
ing to the 81 shop workers. Employees of the 
American Brakeblok Division voted to donate 
$473—their total safety awards for 1946—to the 


Army’s Percy Jones hospital, Battle Creek, Mich| 
to the hospital’s Christmas fund. 
Todd Appointments 


Gilbert J. Owen, vice-president in charge of ~~ a 


the Todd Co., Rochester, N. Y., manufacturer of Protect. wat 


graphs and payroll systems, has announced appointments 


two newly created posts. The appointees are L. T. Thomasm — 


who will be the assistant general sales manager and 7 


A C 
: 2 
L. T. Thomasma Irving Greene 
Greene who will hold the position of manager of sales pro- 
motion and advertising. x ¢ 


Mr. Thomasma is returning to the Todd Co. after tw 
years as sales manager of the Sanitor Mfg. Co., Chicago 
He originally joined the Todd Co. twenty years ago as: 
bank supply representative and salesman. He is the o- 
author of “Modern Salesmanship” and established the com- 
pany’s central school training program. 

Mr. Greene, who has been zone manager in Chicago until 
this appointment, began his career with the company as a 
salesman in New York in 1933. 


New (Capillary-Action Handi-Pen Desk Sets 


by Sengbusch 


. . . with new inking principle — new writing ease — new beauty that 
pleases everyone—new efficiency that meets most rigid office requirements 


Illustrated here in this cross-section view 
is the latest scientific inking principle. 
Fresh ink travels by capillary action di- 
rectly to the pen-point. 


This eliminates the large shallow dip- 
compartment which, as commonly used 
to feed pen-points, causes deterioration 
and waste of ink. This new way, the 
last drop of ink in the container — as 
fresh as the first — is fed directly to 
the pen-point, and there is no waste. 


bring 


Here is a desk set with unsurpassed per- 
formance features, heretofore unknown 
in any inverted bottle type unit. It has 
the style, efficiency, simplicity, econ- 
omy, cleanliness, and safety from 
spillage that appeals to every one. 
Those who have used the new Handi- 
pen desk set call it the writing cham- 
pion. They like the smooth, effortless, 
instantaneous writing with fresh ink— 


64 


and the wide variety of pen-points that 
permits selection for individual writing 
styles. These points are iridium-tipped, 
too—for long life. The set itself holds 
a long-lasting supply of fresh ink— 
there is no waste or deterioration. 

Save time, ink, and slow-ups on desk 
work—give your workers the writing 
satisfaction they have always wanted. 
Order now from your stationer. 
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plied in pleasing two-color combinations. 
Sets retail from $3.25 up. 


Sengbusch Self-Closing Inkstand 
187 Sengbusch Bldg. 


Sengbusch Handi-pen desk sets are sup : 


Milwaukee 3, Wi 
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| * COLORED PENCILS 


O Aalional 


4 PLUS QUALITY PENCILS 


A COMPLETE LINE 
IS AVAILABLE 


* THICK. LEAD 


* THIN LEAD CRAYON ” 
AND INDELIBLE x 


* COPYING AND 
MANY OTHER TYPES 


A request will 
bring your samples. 


NATIONAL PENCIL COMPANY 
SHELBYVILLE. TENN, 
220 FIFTH AVE. * NEW YORK N.Y 


You don’t need a super sleuth and baying bloodhounds 
to track down one of the reasons for high filing costs— 
the expense of replacirig damaged file folders and guides. 
Rock-a-File reduces this expense to a minimum because 
supplies last longer with Rock-a-File side filing. Folders 
slide in and out sideways—there’s no cramming down of 
folders, no more mutilated tabs. 


Yes, Rock-a-File means real economy in supplies .. . 
and in floor space, too. It provides the same filing capac- 
ity as ordinary files in less than two-thirds the floor space! 
And Rock-a-File means economy in time . . . due to side- 
opening compartments, two or more persons can file at 
once. 


Filing is faster, easier and more efficient at lower cost 
with Rock-a-File. Get complete details of its many ad- 
vantages now—send for free descriptive folder today. 


mHere’s How Rock-a-File Solves Filing Problems 
COMPLETE ACCESSIBILITY—Entire contents acces- " 
sible to two or more persons at once. All compart- 
ments can remain open. 
TIME SAVING—Open compartments do not block 
access to others in cabinet. No waiting to get at 
contents, 
LESS TIRING—Perfectly balanced compartments 
open and close effortlessly at finger touch. Fewer 
openings and closings. 
TOPPLE PROOF—Open compartments project only 
slightly—gravity center always within framework. 
ECONOMICAL—Supplies last longer. Folders slide 
in and out sideways. No more mutilated tabs and 
guides. 


A Nationally Advertised Product 


*Reg. U. 8S. Pat. Off. Pats. App. For 


ROCKWELL-BARNES COMPANY 


Specialists to the Stationer since 1903 
35 East Wacker Drive Chicago 1, Ill. 
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td j | (From page 38) 

$ f} | Do you accept my challenge? Would yoy | 

7 
S 


<, | Engineering Approach 
8% 


y 


yu 


4 


POST 
UR - correct some of the things you know are wry 
CH A/I yi 


ae All right. I will do my best to set up the 
/ \ outlines of how you should operate. 
ve 
fZ v 
rd a 


to start a home talent engineering proje¢ 


| Experience has taught me certain fundamen 

- for successful work that I will pass on to you; 
Wy what they may be worth. They are not origi, 

[ith Some may seem almost not to need mention 

| but I consider them essential. 

| 

| 


1. The work must have not only the appro 
but the whole-hearted backing of ; 
management. 

| 2. Those engaged in the work must be { 
| from even the suspicion of personal bi 
| 3. During their work on the project, ¢ 
must have no other duties nor respon 
Executive ‘Posture bilities. t—an 
_ 4. Personalities must not be allowed to int: 
fere with impartial neta and j 
| cision. 
| ’ 5. The first step should be | a quick overall 
| vey, followed by a written report present 
and discussed personally with top manag 
ment. 


& 


rd 


Other Essential Points . 


| 6. Before any other work is done, manag 
| ment should decide on the project or pr 
ects as set forth in the survey which sh 
be developed first. No other projet 
should be undertaken until authorized. 

| 7. The most important things should | 
| done first and the initial program should! 
| limited to one or two problems of hi 
priority. 
8. At least the phases of each project whil 
are being worked on currently should: 
programed in writing. 


From top-to-bottom the Sturgis 1200 ©, Sey che eeiones te Oe eee 
Executive Chair is built with an eye make out brief daily written reports of tha 
toward the greatest seating comfort | happenings and activities of the day. [amo 
for busy executives. 10. A written progress report should be P%&noy 
CHECK THESE NEW FEATURES: | pared, discussed with top manageM@hoym, 


every week, and initialed by them 
1. QUIET base. | indicate concurrence. This report sho 
2. Parkerized and Bonderized to make the contain 
best finish better. ——— 
3. Soft rubber ball bearing casters. (a) & record of Sane gO CE: 
Ei Petes Goecad tak (b) general discussion which may be pe 
5. Well padded arm rests. aR SOE SR nf 
(c) a program of work to be done in 
ensuing period. 
11. All procedures established should be mé 
The Sturgis Posture Chair Co. ° ualized in standard procedure bulletins af 
Sturgis, Michigan proved and signed by management. 
5 12. Each employee affected should be given — 
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F, 


Again Sturgis leads the way. Look to Sturgis. 
P Write today for details. 
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Yes, you'll be mighty happy with this handier, 
asier-to-use staple remover. You can really get a grip on 
Ti—and it never tears the papers, even in the thickest files. 
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should! 
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rts of tits ple Remover No. 150-5” is just one item in the 
day. {famous BERNARD line of stationery tools. The trade 
d be P'nows “BERNARD means faithful quality”. Send for 
nageMomplete catalog. 
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rt shoug Faithful ® Quality Since 1870 
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‘-“ “) WM. SCHOLLHORN COMPANY 
n a 3008 Chapel Street, New Haven 9, Connecticut 
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SENG Style ‘“'v" 
Low Fulcrum Chair 
Control. Designed 
for plain or uphol- 
stered heavy swivel 
chairs. Allows 
natural, comfortable 
shifting of body 
weight. 


YOU CAN SELL office chairs easier when they have the 
features that provide increased working efficiency and 
“fatigue-free" seating. 

OFFICE CHAIRS equipped with SENG “Comfort-Action" 
Controls are quality chairs that offer the FOUR essential 
factors assuring fatigue-free performance: 


1—BALANCED TILTING—the low fulcrum pre- 
vents the danger of upsetting. 


2—INSTANT RESPONSE—demanding the least 
muscular or for body movements not required by 
one's work. 


3—FREEDOM FROM FATIGUE—aiding correct 


ody posture in sitting. 


4—SILENCE —Oilless bearings are squeak-proof. 
SENG Style “V" Low Fulcrum Chair Control. Designed 
for plain or upholstered. heavy swivel chairs. Allows na- 
tural, comfortable shifting of body weight. 


PROTECT your office chair sales and profits, 
while building customer good-will, by handling 
only lines equipped with SENG “Comfort- 
Action" Controls. 


ue DULG 


COMPANY 


1450 N. Dayton Street + Chicago 22, Illinois 


SENG QUALITY PROTECTS YOUR REPUTATION 
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RECORD CONTAINERS 


FOR THE MAN WHO DEPENDS ON 


EAS 
FOR TODAY'S 1D 
RECORDS = 


NUBIAN FIBER Folders are strong, 
smart looking, and won't sag or bulge 
even if overloaded. They are punched for 
Acco fasteners for permanent binding of 
financial, statistical, or research material. 
Use them in the deep drawer of your desk 
for personal papers, catalogs, price lists, 
as well as in the file. Plainly printed, per- 
manent steel tabs for easy filing and find- 
ing .. . Nubians stand out in any company. 
Ask your Wabash Dealer for Nubian Fiber 
Folders today. 
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_Lincoln’s stories. He told about a steamboat 


_ only a small boat but it had a very large ste 


| “What is the present pattern?” On the righté 


copy of the bulletin with full explana 
of his duties and responsibilities jn 4 
matter. 

13. All procedures developed should be p 
in effect promptly. Any delay will dest 
the whole psychology of improvement 
“the last state of that man shall be wo 
than the first.” 


Now is a good time to recall one of Abrah 
saw on the Sangamon River in Illinois. It y 
whistle, about six feet high. Every time they bk 


the whistle the boat stopped. The boiler could; 
make enough steam to run the engine and 


' 


| whistle at the same time. The moral of the stog p 


is, of course, that we must keep our sense of p 
portion and avoid too much red tape. 

Our objectives as officers managers, I take; 
are 


si 


—_ 


To be better managers 
2. To have a smooth-running office that finish 
its work on time 
3. Not to do things the hard way, with laf 
motion and wasted effort 
4. To keep our costs in proportion to 
results. 
Tools for Survey 


Our first step after management’s approval 
our engineering activities is to make what is call 
a preliminary survey. Our chief tools for # 
work are 

(a) A mind wiped clean of all preconcel 

notions 

(b) A supply of blank white paper 8% x 

inches, punched to fit the familiar 34% 
binder. 

I take these sheets and rule a vertical line d 
the middle of the sheet. In the left side I wm 


of the vertical line, I write the word, “Remaril 
When making entries, there is written at thei 
a brief outline of observations of details of @ 
situation as we find it. At the right is wri 
possibly at the time, but more frequently lat 
the comments, thoughts or suggestions wi 
occur to the engineer. Try this method some til 
It is remarkable how it speeds up your analj 
and understanding of a situation. 

Another trick you will find very handy for 
in making your survey notes is to provide a lot 
small cards or pieces of paper 3 x 5 or 4% 
Write a single notation or thought on a slip 
paper. Put the slips in your pocket as you W 
on them. When back at your desk, sort them§ 
by subject. You will find that this device will lj 
in arriving at a logical arrangement of your§ 
servations for presentation in the survey. 

Still another survey tool is the check list) 


August, 19 Ang 


ae ie 4 we a eG i a ES ee a ia ll, i.) em of em Fe he : 
. 7 
4 
. NUBIAN FOLDERS) | 
— oe ae ae see 
_ - ; 8 xe | } 
:. vee: L SS 
- Fi mes: \. %& me | q 
a y Dees: \p\ a | 
os See. a) Re | 
Po i. “ele 5am ? i) : 
ey, Py me. Sos eee as ae t € : 
a ae oo - . / | 
ee . Bam ~ 
. /. arn = . Y \ 
ee. x eg 
_— Bree ng 
— ke PA aN / \ 
- — Fr ee if ~\ 
ae ° t ‘ } re» 
a - 4 , . | 
oe ] “tr So | 
7 ( ; | Pe 
4 yy —. 
=) a oJ s oo. 7 
“a <a ae rs 
a Se a ea i BS | 
i ec ss f 
so Rae sik a" a a : 
oe : Rae a eee Be 3 
“Hie Seal 7 ay : : Ai . ; 
q ; \_ gZ 1 
a “¢ , 5 ; / atur' 
- - | 
By ia _ ey a he sk fc 
_ — ng | 
= , 
= , aoe | ncil 
in — E ay | 
. s : . 
fi _ | | 
(a 
— 
: 7 a a , | 
a 
a, a a 
= eee Fr 
-_ ci | hay 
= 
4 
a 
a. | 
cae 
_— | 
- 
oe , 
“3 TEATRO TR A , f Erde LLP NE eee 
aa oe Waits “Suthe ASIA Pron ist 
a eek ees H CDF gc reo img be css She Set har, Pi Sis Sie eka eed ‘ 7 
a es ee gies i ie ae a agi: 
} a i es is z 4 q x 5 a . % 4 E = Wen, . peer es > 
— Re 2 ot Gas o 
4 Sec. | 128 an Ocha Sh WASAS OLRM ; | : 
a | 2. ee ee ie : _ 
_ 
— 68 ee 
: a : 
Be _ ee oe ‘Shag Ne ~ ee ee! i es 
‘Seeger ae 7a ane cee oa na SS a i! be ae ia a He 


planati 


could n 


a 
Pay GIANT 
Stor 
f Unsurpassed for reliable, all around 
Se Ol p performance. Revolving disk for all 
sizes pencils, crayons, etc., and 
I take: a. famous deeply undercut cutters. 


Receptacle: Transparent or solid 
Nickeled Steel. 


ew \ 
it finisMEXTER Plastic... ¥ 


atures double —— cut- 

. rr suspension ... an Auto- 

with | le Delegsiene in use 

or years. Also centering 

isk for various size pencils, 

N to ting life cutters and steel 
ncil stop. 


PREMIER IS BACK 


The Premier machine with its pat- 
ented Automatic Feed is now in 
production. Receptacle: Trans- 
parent or solid Nickeled Steel. 
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eee 6 s«\ "PLYMOUTH RUBBER COMPANY, INC. a 
= a FOUNDED 1896 The Largest Rubberizers of Cloth in the World caNTON, MAS 
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Made 
5 non-warpl ng: 


sionally stab 


A boon to professional and amateur alike. First 
template that will draw from a 4” to 12” ellipse, 
this clear plastic set has a large and waiting 


market. Allows unhampered view of subject 
matter, and is marked in eighths of an inch up 


to 6 inches. Order now for early delivery. 


t. 3 
as Draw perpendicular lines Repeat 
pa — 
A y 


flopping 
2. ellipse 
Place ellipse on perpen- 
dicular to size wanted, 
and draw 14 segment 


SEND FOR @ COMPLETE C-THRU CATALOG 


ae 


RULERS - TRIANGLES + NAVIGATIONAL INSTRUMENTS - STENCILS » PROTRACTORS - OTHER DEVICES 


fale lonpany 


"“HARTE OBE CONN. 
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things to look for or check up on. An outstayh 
example of this is a book written by J. K, Lggpsutd! 
entitled “Business Executives’ Guide,” distripy oald t 
by McGraw-Hill Book Co. It contains cheek jj 
on a great variety of problems of organiza 
finance, office management, and so on. Almost 
engineer uses his own check lists of thing f° 
watch and analyze. You can do the same th; 

Of course you will make your own arp" 
items to be surveyed. But the three broad 2 
will be 


1. The physical plant 
2. The work being done 


3. The human organization. (a) 
The Plant (b) 

Under this heading are (c) 

1. The building 

2. Equipment E 

3. Its physical arrangement and operation nt 

4. The several departments or work center; #* - 

5. Housekeeping | 

6. Maintenance 

7. Sanitary facilities 

8. Light, heat, and air conditioning 

3. Intercommunicating facilities. 


The Work Being Done 
Analysis will be made of 
Forms used 
Reports prepared 
Flow of work—charted for visual analysis 
Evidence of bottlenecks and delays in caghem 
pletion of tasks eal s 
5. Methods. ne t 
sept 
Reme 


Pre 


The Organization 

Points to be checked are 
1. A functional chart of the organization asq-it | 
present constituted ind t 
2. The degree to which lines of authorifral | 
duties, and responsibilities are clearly | ize t 
fined and understood by the parties pock 


cerned. deal 
3. Designation and training of understudgment 
for each position and | 


(The 


4. Personnel training programs Septer 


5. Morale. 
Physical Plant Man 
Only in rare cases can radical changes be mg. 
in the basic set-up of your office. But much q, rey 
often be done within the framework of the e)Mana 
ing layout. the § 
But facilities can be improved and so can ho held 
keeping and maintenance. 
One important part of any office survey 184 4, 
preparation of at least a rough sketch of the Pdent 
ent layout showing the various departments @natio 
work centers, with location of desks and eqg? 
ment. Based upon this, flow charts should}™* 
made showing the pattern or flow of the import 
items of work being done. This frequently re ‘ne 
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a ; “g Each template permits 
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r: and: yrdities in layout or in routing of work which 
distri “ould be corrected. 
check | Work Being Done 


panizati if you have the courage, make a collection of 
Almost . set of every form in use in your office, sort 
things »m out in functional groups, and post them on 
Ame thig els on the wall. Even a casual inspection will 
ched egest changes or eliminations. | 
ad gre Make a simple flow chart of each form. It is | 
most a universal tendency to keep adding forms 
thout discarding the old. Many forms can be 
mbined or redesigned to 


(b) Save clerical labor 
(c) Improve their effectiveness. 


Reports 
Investigate the cost of preparing reports, the 
se that is made of them, and their real value to 
ne business. There is hardly a business in which 


ome of the reports are either not used at all or 
e not worth the cost of preparation. 


Methods 


One easy way to get suggestions as to changes 

office methods is to call in the representatives 

if the various manufacturers of office machinery 

nd gadgets. Get them to tell you how out-of-date 

our methods are. They are good salesmen and 

analysigood fellows. You and I have learned a lot from 

7s in chem and will continue to do so. They perform a 

eal service to business. But, by all means, use 

ne to check on the other. Be full of questions, 

ceptical, and maintain a “show me” attitude. 

Remember the steamboat and its six-foot whistle 

ition asf-it is possible to over-mechanize. But you will 

ind that each of these machine salesmen has sev- 

authorigral models and sizes of equipment. Choose the 

learly ize that is proportionate to your needs and your 

rties qpocket-book. Let me repeat. You can learn a great 

leal about office methods from the office equip- 

derstuigment fraternity. Ask questions, listen carefully, 
and be selective. 


[The second of this series of two articles will appear in our 
September issue.) 


ration 
centers 


Management Meeting in Stockholm 
3 bem -Almost 100 prominent industrial, agricultural, labor 
ynd government figures sailed for Stockholm late in June 
J Tepresent the United States at the Eighth International 
Management Congress holding its first postwar sessions in 
the Swedish capital July 3rd to 8th. The last congress was 
held in Washington, D. C., in 1938. Among those in the 
party was John M. Thompson, Jr., director, international 
division, Underwood Corp., N. Y. 
The U. S. delegation is headed by William L. Batt, presi- 
dent of SKF Industries, Inc., and chairman of the Inter- 

Rational Committee for Scientific Management which is 
nd eq@g*Ponsoring the Congress. The sessions will have approxi- 
should §™ly 2,000 delegates and interested observers from thir- 
import ape in attendance. The congress will feature the 
ly re delegations. 


of eeonomic and technical information among the 


wugust, "7 August, 1947 


(a) Reduce their cost | 


and f 


TYPEWRITER RIBBONS 


Take the WRITE Path 
for better looking letters 


Because the letters you send out repre- 
sent your company—you want them to 
look “tops”. That’s why so many of- 
fices specify WRITE for Carbon Papers 
that give you clean copies, more copies 
. . . WRITE for Typewriter Ribbons 
that wear longer, and produce clean, 
uniform, easy-to-read letters every time. 
Insist on WRITE or satisfied workers 3 
. . . better work. ¢ 


Ask your dealer, or write us today 
for Free samples and attractive 
prices. 


Immediate Deliveries 


WRITE o 22 seiner a 


INCORPORATED _—*New York 17, N. Y. 
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( (ounse we use 


| peastenslieniis 


IN OUR OFFICE 


—— 


YUM ff 


Y/, oe Tabs, Air Mail Labels in con- 

”) yy venient pac“ ages, Address Labels, 
fi! and Gummed Reinforcements are 

. just a few of the many Dennison 
products for which we have a daily 
need. I don’t see how any modern 


office can afford to be without these 
Dennison handy helpers.”’ 


No matter what your business may be, you can 
run it more smoothly, more efficiently, and more 
economically by using Dennison Goods. Dennison 
has a complete line of tags, labels, seals, mending 
tape and many other paper specialties designed to 
help you save time and avoid mistakes in office 
procedure. Dennison Goods are on sale at leading 
stationery counters everywhere. 


Qaww9w 


Framingham, Massachusetts 


Seg 
Ce 

fgsential Stationery Supplies for HOME, SCHOOL, and OFFIC: 
72 
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Edison Appoints Gorenfio 


E. C. McCarthy, vice-president and general mang 


of the Ediphone division of Thomas A. Edison, Ine, ba 
announced the appointment of Walter C. Gorenfio as man 


. 


Walter C. Gorenflo 


headquarters in the United Shoe Machinery Bldg. 

Mr. Gorenflo was formerly manager of the Boston brang 
the tabulating machines division of Remington Rand for 
past five years. He is a member of the National Office Mz 
agers Association and the National Association of Cos 
Accountants. 


ager of the division’s Boston branch. He will = 


Chosen to Compete 
The 1946 annual financial reports of six office equi 

ment manufacturers have been cited for excellence in thy 
seventh annual report survey by Finance World, nation 
weekly magazine. The six companies are the Adressograph- 
Multigraph Corp., the Burroughs Adding Machine Co, th 
Marchant Calculating Machine Co., Remington Rand, Inc| 
Pitney-Bowes, Inc., and the National Cash Register Co. 
One of these six reports will be declared the best in th: 
office equipment industry and awarded a prize at the repor 
award banquet in the Hotel Pennsylvania, New York, « 
October 10th. Last year the 1945 report of Remington Rani! 
Inc., won the award in this classification. Last year ther 
were more than 3,500 reports entered in the 100 industri 
classifications. 
The board which will judge the reports is headed by 
Dr. Lewis Hanley, professor of economics at New York Uni- 
versity; other members of the board are Glenn Griswoli, 
editor of Public Relations News; Sylvia Porter, financid 
editor of the New York Post; Elmer Walzer, financial editu 
of the United Press, and Lester Tichy, artist, industrial de- 
signer, and architect. 


New Filing Book 
Filing techniques are blueprinted in “Records Man; 
agement and Filing Operations,” recently published by the 
McGraw-Hill Book Co., Inc., 330 West 42nd St., New York 
Margaret K. Odell and Earl P. Strong, the authors, show how 
to plan and manage files and segregate records for retentioy 
or disposal. , 
Other phases of filing operations covered in the volum 
include centralized control of decentralized and centralize! 
files, records indexing techniques, control of incoming com- 
munications and records removed from file, and the preparé 
tion of an operating manual. Detailed rules for foreig 
name indexing are also given in this new book. 
Miss Odell is recognized as an authority in filing. Dr 
Strong, director of the utilization department of the type 
writer division of Remington-Rand, Inc., has had a weal 
of practical experience in accounting and office managemel 
During the war, he was in charge of the clerical work i 
provement program for all naval activities in the United 
States, under the administration of the Office of Industria 
Relations, Office of the Secretary of the Navy. 
. The book is $4. 
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TEMPO FILM STENCIL 


* It’s in a class by itself! Speeds production, 
turns out cleaner cut stencils, better copies. 
Preferred by operators. 


* 
TEMPO INTERLEAVING TRAY 


Now back in production. 
Slipsheets up to 200 
copies per minute. 
Nothing like it on 
the market — one 
demonstration 
will sell any dupli- 
cator user. 


Manufactured by 


MILO HARDING CO. 


ESTABLISHED 1904 


432 West Pico Boulevard e Los Angeles 15, Calif. 
317 Third Avenue e Pittsburgh 22, Pennsylvania 


Department G. 


For=0 PEEOY —--- 


Findit Filing System 


This is the age of speed—getting 
things done quickly seems to be the 
tempo of the times. Findit Filing 
System was created to fill a very 
definite business need. It also pro- 
vides a fast, foolpoof method of 
buying and selling an efficient filin 

system. Each package contains all 
the necessary filing accessories* 
needed to launch and maintain 
modern business records. 


Patent No. 
2248355 and D 128118 


*Consists of the following material for one 
or two drawer file installation. 
1 Set—915-25-8 Barkley Tab Guides 
1 Set—955-25 Miscellaneous Folders 
100—1860 Duratex Folders 
1—913-8 Individual Name Guide 
100—Colored Border Folder Labels 
1—Instruction Sheet 


Order from Your Stationer. 


DURATEX VERTICAL 
FILE FOLDERS 
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offices and users everywhere. 


Manwcwe ee ae CONN 


Exclusive with Spencer, this “NO 
SPILL” dispenser is welcomed by 


% \b and 1 |b sizes, it cuts waste, 
it’s convenient, sturdy and easy to 
use. Looks well on any desk. 
Write for complete information. 


PENCER RUBBER PRODUCTS COMPANY 
<Mamyffaclitrer Lluality Rubber Kebber Bama 


Dvr 
Quabity STENCILS 


Seeing is believing... Heyer Stencils 
consistently run thousands of clear, sharp 
copies. Easily cleaned and filed for re- 
runs. Try Heyer Stencils next time and 
you, too, will believe in Heyer* Quality. 


911 West Jackson Bivd. 
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rang RR. 2 a corte ‘% 


THE HEYER CORPORATION & 
Chicago, U. S. A. 


‘man Kodak Co. became interested and formed a 


New Microfilm Machineslg 


(From page 36) | 
Cleveland said, in officially accepting the twenp 
five machines from George L. McCarthy, pry 
dent of Recordak. 

“All checks in transit, except local and goven, 
ment card checks, from now on will be migy 
filmed,” President Gidney added, “and with 
film records in our fire-proof vaults, we will be} 
a position to provide the best possible servige 
our member banks. 

“We expect to eliminate most of the headache } 
and extra cost which result ordinarily from 
loss of checks in transit. Should a mail po 
filled with checks disappear en route, we can 
obtain facsimile prints of the lost checks fro} |} 
the microfilm record. Best of all these will be con} 
plete copies showing both face and back of | 
check”. 

Several months ago, Mr. Gidney recalled, ; 
shipment of 3,906 checks with a face value ¢ 
$554,304 was lost between Cleveland and Akro, 
So far, all but forty-five of these checks have bea 
traced and honored by the banks which last 
dorsed them. But the job of tracing them rm 
quired 1,000 work hours and a cost of $2,100. 


A Service of Federal Reserve Bank 


The microfilming of checks eliminates this los 
of time and money. The exposed film is simph 
sent to the local Recordak processing laboratory 
and facsimile prints made of both sides of ever 
check—a service which the Federal Reserve Bank 
renders without charge to the member banks, 

Mr. McCarthy invented modern microfilming 
in 1928 when he was a bank official in New York. 
Banks at that time had difficulty protecting them- 
selves against fraud, since all cancelled checks 
were returned to the customers. Constantly faced 
with this problem, he conceived the idea of pho- 
tographing every check. 

His first machine was patented and ordered by 
several New York banks. About that time, East 


subsidiary organization, Recordak Corp., with 
Mr. McCarthy, to promote the full possibilities 
of microfilming. 

“The new duplex machine,’’ Mr. McCarthy says, 
“is a culmination of dreams I have had for years, 
and to see its first installation in the Fourth Dis 
trict of the Federal Reserve System is a gratify- 
ing climax to many years devoted to its invention 
and development. 

“We were working on this machine before the 
war, and only now are able to offer it to the pub- 
lic. In such installations as this, where transit 
checks are handled by the hundreds of thousands, 
the duplex machine is ideally suited.” 

The machine photographs both sides of docu- 
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CLAR-0-TYPE CONTAINS 
The Right Combination 


Clarotype is a combination of active ingredients 
that clean your typewriter type instantly, thor- 
oughly, economically. A 50¢ bottle lasts for 
months. No brushing —no spattering — noninflam- 
mable. Expert stenographers prefer Clarotype for 
clean, sharp, impressive looking correspondence. 
ORDER FROM YOUR STATIONER OR TYPEWRITER SUPPLY DEALER 


The Clarotype Company, Inc., 261 )M Broadway, New York 7 


PReCciston 


morsraae4 


B-V precision-tailored forms designed for 
systems using typewriter, teletypewriter, 
bookkeeping, billing or tabulating machi 
REDUCE writing of records to a minimum 
with BONNAR-VAWTER SYSTEMS keeping 
errors to a minimum. Saves time and money. 
Most records can be made in ONE- 
WRITING with BONNAR-VAWTER precision- 
tailored forms. 
Write for further information on how 
B-V can develop NEW ECONOMY in record 
king for any busi B-V systems analysis 


able at no cost—no obligation. nite today 


Learn of the new dealer proposition on 
B-V precision-tailored forms and systems. 


BONNAR-VAWTER 

uw £¢€ O82 @ * 6 t ae 6S 

1717 East 30th Street, Cleveland 14, Ohic 
FANFORMS © CARB-IN-FOLD FORMS « SNAP-A-PART 
AND CONTINUOUS 


UNIT FORMS © SUPER-FORMS © SUPER. 
FORMS INTERLEAVED ¢ INTER-FORMS © INTER-FORMS INTERLEAVED 


PROFITS WITH 


SIGNALS and MAPTACKS 


GEORGE B. GRAFF CO. eg le 
CAMBRIDGE 40, MASS. 
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ACCOBIND FOLDERS 
Profitable to Use 


Ask your dealer 


ACCO PRODUCTS, Ine. 
OGDENSBURG, N. Y. 
In Canada: Acco Canadian Co, Ltd., Toronto 
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quick-drying... 
smudge-proof 


... you'll ANYHOW get sharp, 
clean impressions with this 
famous wood block Pad and 
remarkable ink! No lint, no 

goo. 100% fast-drying clarity 

despite muggiest weather! 


FULTON — 
SPECIALTY CO. 


200 FIFTH AV..N.Y.10.N 
FACTORY AT 
ELIZABETH 1. NJ. 


ALL Metal—Completely 
adjustable and long life — 
Cantilever type spring for 
accuracy. Weighs up to 
12 oz. New air-mail rates. 
Colors: green, red, and 
ivory. Ideal for office and 
home. 


DSTACSCALE 


ACCURATE PARTS MANUFACTURING CO. 
CLEVELAND 6, OHIO 


S-47-2A 
See 
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ments at the same time and as fast as a clerk cap 

insert them. Two mirrors reflect both sides of the cher 
check to a third mirror which reflects them inty tion 
the camera lens. in Lyo 

The machine will also endorse the checks ag | M- 
they leave the machine, saving an extra job jp 
most banks. The endorser is designed on an ep. 
tirely new principle. Known as the “roving” type, 
it moves from side to side and endorses each gye. 
ceeding check in a different location. Indisting 
impression caused by overlapping endorsements 
are thereby reduced. 

The machine also stamps the face of the cheek, 
furnishing proof that it has been photographed, 
This saves photographing a second time should 
stacks of checks, already recorded, get mislaid. It } had a 
also proves to the out-of-town bank that these } comm 
checks have been recorded on film by the Federal |i 2 
Reserve Bank in Cleveland. B 

mothe 

Heads New York Purchasers HE 
The Purchasing Agents Association of New York 

recently elected David M. Meeker, of Paraffine Companies, TelA 

Harry 

Fred | 

of the 

Pre 

pany 

David M. Meeker TOW, | 

repre: 

which 

« 

Inc., president of the association. 

Other officers elected were Donald H. Lyons, Johns- Y 
Manville Corp., and G. W. Howard Ahl, Columbia Ribbon 
& Carbon Mfg., vice-presidents; E. B. Fields, treasurer; and 
Harvey C. Hopkins, American Can Co.; Stanley W. Macken- 
zie, of United States Rubber Co., and Curran Ridout, of In- 
ternational Standard Electric Corp., members of the execu- 
tive committee. 

Chapter Election 

The New York City Chapter No. 1, of the Systems and 
Procedures Association of America, has elected officers for 
the fiscal year 1947-1948. The new officers are: president, 
H. John Ross, Continental Can Co.; vice-president, Everett 
J. Livesey, the Dime Savings Bank of Brooklyn; treasurer, 
Frank Hoffman, Standard Oil Co. (N. J.); secretary, John 


H. Beatty, Metropolitan Life Insurance Co.; member-at- 
large, Winfield P. Swanton, Union Carbide & Carbon Corp. 

The chapter has established a new committee, the Admin- 
istrative Research Committee, under the chairmanship of 
Mr. Floyd Baughman. This committee will develop a body 
of literature to aid managers of systems departments in the 
successful operation of their functions. The work of the 
committee will include specifically: a survey to ascertain 
the types and extent of job classifications in use in organ- 
izations in connection with system engineers, development 
of standard nomenclature and classifications; a survey t0 
ascertain current salary brackets covering systems engineers 
in various classifications; a survey to ascertain the relative 
size of systems departments and their scope of action in 
companies of various sizes, and the preparation of a bibliog- 
raphy covering the systems’ function. 
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"k can | ssorles A. Kirk Dies 


of the Charles A. Kirk, executive vice-president of the Inter- "The Goose bh angs HH gh" 
nN into utional Business Machines Corp., New York, died suddenly 


in Lyons, France, on June 16th. He was 43. 


ks as | Mr. Kirk, with Mrs. Kirk and a party of IBM officials, NS SW " 
job in 
aN en. re . 


h sue 
istinet Chas. E. Kirk 
Ments 
Geese fly high in clear weather. From this comes the 
check, expression “The Goose Hangs High,” meaning the pros- 
pects are bright and fair. 
aphed. And so with us—stepped up service and quality will 
should mean added savings and more profits to the buyer of 


“Andy units of steel” everywhere. Try us and reap the 


aid. It | had attended the Congress of the International Chamber of Bn Ay 


these | Commerce at Montreux, Switzerland, in June and was visit- 
edera] |g BM organizations in Europe at the time of his death. 


i i i ife, . Mildred Peari S dad | 
a geandod poten Psa and Sally May ‘tuk hie CARDINAL SALES, Inc. 


mother, Mrs. Albert Kirk, and two brothers, George H. and JAMES H. HICKEY, Mor. 


HE. Kirk. Distributor for Anderson-Hickey Co. 
| York | telAutograph Appointments 5631 W. Madison St., YP 
— The TelAutograph Corp., New York, has appointed 


Harry A. Norrie as manager of its Buffalo, N. Y. branch. 
Fred Trevorrow has taken over the post of branch manager 
of the Hartford office of the company. 

Previously Mr. Norrie served American Salesbook Com- | 
pany in various capacities for fourteen years. Mr. Trevor- | 
row, prior to his connection with TelAutograph, was a sales 
representative for International Correspondence Schools, | 
which position he left to join the Army Air Corps. | 


THE AUTOMATIC 


jodecind 
gatred*" TEL-E-DEX 


Johns- 
Ribbon 


home and office. 


r 
YU, 4 

3 B t THE Automatic Index Pad with the POP UP Pencil Holder . . . 

er; and END Finger Tip Control . . . In six decorative solors for the modern 


= p 


os suPPLY 


ers for 
ide 
ot High quality, fair price, fast delivery and enduring 
service—insured to an outstanding degree when you 

asurer, specify CESCO products. All standard items in our 
, John extensive lines are now available in a wide range of 
ber-at- styles and sizes. Save time, save money, save doubts, 
. Corp. by consulting us first when you need: 
ee ¢ EFFICIENT 
hip of Post Binders e Prong Binders 
en Visible Record Equipment e CONVENIENT 
i Ring Books & Transfer Binders 

th 
os re Catalog and Advertising Covers o HANSSOME 
perio Loose Leaf Business Forms e ECONOMICAL 
organ- 
bo Send for catalogs, free on request. P ‘ 
a Write TODAY for further details. 


ines | THE C. E. SHEPPARD CO. - 
ny 44-09—21st St, Long Island City 1, N. Y. HYCOE | DUSTRIES, INC. 


ibliog- Telephone STillwell 4-6000 2320 Ogden Avenue + Chicago 8, Illinois 
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They Mahe Tiles Tall ! 


ALL FACTS 
INSTANTLY AVAILABLE 


COOK'S 


STAINLESS STEEL 
FILE SIGNALS 


these signals segregate important groups 
of facts for instant reference—saving 
hours of time. Made of stainless 
spring steel in 12 non-chipping 
colors. Will remain clean and 
bright under all conditions of 
dampness. Easy to attach, 
relocate, remove; always 
stay put. Types for all 
filing systems. Samples 
on request. 


GRIPPIT is accepted and used as the 
standard Non-Inflammable Paper Cement 
by great industrial firms who buy only after 
thorough tests in their own laboratories. 
Non-Wrinkling, Detachable. Excess rubs 
off. Needed on every desk and drawing, 


Companion products needed in every 
office. ROLTONIC cleans and gently 
naps the rubber platens of all business 
machines. New gripping surface 
carries file folders, envelopes, etc., 
through, holds them straight. 
TYPTONIC actually flushes away ink, 
eraser dust, office grime from metal 
and rubber type, then disappears 
entirely. 

Both ROLTONIC and TYPTONIC are 


All three products care 


Non-inflammable, Non- 
made to the same high quality as Poisonous, Harmless to 
GRIPPIT. skin and clothing. 


WRITE FOR SAMPLES AND PRICES 


HARRIMAN - WELTS, INC... 
403 RIVER ST.,- HAVERHILL, MASS 
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Heads New York's Department of Purchase 
William B. Rourke, top career man in New Yor, 
City civil service, has been appointed to the importan 
post of Commissioner of Purchase for the nation’s large 
city by Mayor O’Dwyer. 
Mr. Rourke takes over direction of a department whic 


| 


Wm. B. Rourke 


under Russell Forbes and Albert Pleydell made the head- 
lines repeatedly for conspicuous success in efficient munici- 
pal purchasing following upon the organization of centralized 
purchasing by the city more than a decade ago. The De- 
partment of Purchase has come to be a model of efficient. 
non-political service of the varied procurement needs of 
a great municipality. 

Commissioner Rourke, a native of New York, began his 
career as a clerk in the city’s Department of Sanitation 
forty-three years ago. In 1920, when the Board of Purchase 
was organized under Grover Whalen, Mr. Rourke was trans- 
ferred to that department. In 1923 the Department of Pur- 
chase was set up as an independent department and he \ 
was assigned to it. Five and a half years ago he was ap- | 
pointed a Deputy Commissioner of Purchase. 

In his new post he will receive $10,000 annually. | 


General Secretary Appointed 

Henry St. Leger has been appointed the first general 
secretary of the newly-formed International Organization 
for Standardization (ISO), Howard Coonley, president of the 
organization and chairman of the executive committee of the 
American Standards Association, reported in a cable from 
Zurich, Switzerland, to the ASA. 

Mr. St. Leger, an American citizen, has been serving as 
director of the Paris branch of the Office of the United 
States Chief Counsel for the war guilt trials at Nurnberg. 
He was born in Paris and received his education in England, 
France, and the United States. 

Canada, Chile and Hungary were added to the member- 
ship, making 23 countries in all, five of which are in the 
Western Hemisphere. They are Brazil, Canada, Chile, Mex- 
ico, and the United States. Invitations have been issued to 
Argentina and Uruguay, the other two countries in this 
hemisphere which have national standards bodies. 


New Chapter Formed 

H. Kenneth Marks, national president of the Systems 
and Procedures Association of America, has announced that 
another chapter has been chartered, in Buffalo, N. Y. Officers 
of the new chapter are: president, W. W. Broughton, Trico 
Products; vice-president, J. F. McConn, Dunlop Tire & Rub- 
ber; secretary, Austin Franklin, Hewitt-Robins, Inc.; treas- 
urer, J. C. Lapp, National Gypsum; directors, R. J. Stafford, 
Colonial Radio Corp., Mathew Barcelona, Bell Aircraft Corp., 
and Paul Finnegan, Carborundum Co. 

Mr. Marks said that plans were now being formulated 
which would expedite the chartering of many additional 
chapters now being organized throughout the country. He 
pointed out that while as few as six persons in any com- 
munity may form a chapter, the total membership of any 
one chapter is limited to sixty. 
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ROTO-SHEAR Wad Opener 
Opens Mail FASTER, BETTER 


Business firms from coast to coast are using ROTO-SHEAR 
Mail Openers to speed the handling of incoming mail and 
increase office efficiency. Note these ROTO-SHEAR features: 

1. Saves time—30 to 40 letters per minute. 

2. Less fatigue to operator. 

3. Less damage to mail. 

4. Self-sharpening. 

5. Safety feature prevents cutting fingers. 

6. No paper lint on clothes. 


Once you try a ROTO-SHEAR you'll wonder 
how you got along without it. Order a ROTO- $32.50 
SHEAR today and give it a trial. 


ROTO-SHEAR CO., Ltd. 


See oak, on 


4503 Travis Street DALLAS, TEXAS 


MARS and GLOBE -TROTTER 
_ COPYING PENCILS BY STAEDTLER + 


They ore the best hectogroph pencils made 
1 —with the greatest possible copying 
power ond density of color. 

They are a high priced line of unequalied 
2 quality thus eliminating complaints and 
assuring repeat business. : 

Available in six colors 

Purple No. 933 Green . No. 2967 « 
Red . . No. 2965 lilac. . No. 2969 © 
Blue . . No. 2966 Brown . No. 2970 


J. S, STAEDTLER, INC. 
= 53-55 Worth Street oi New York, N.Y. 


Office Workers 
Love the Original 


Plastic Type 


Because it's the mod—- 
ern, efficient, completely 

thorough type cleaner! 

@Easily applied...just a gentle tap 
on the keys and presto...it's clean! 

@Clean...does not stick to hands... 
odorless...will not soil clothing 
(no liquid to splash) 

@Inexpensive to use...longer lasting! 

@Sold by stationers throughout the 
country...used by business firms 
throughout the world! 


' @Ask your stationer...or write 


NORTA DISTRIBUTING CO. 


1123 Broadway New York 10, N. Y. 


August, 1947 


~ $49.95 
aan 


Storage or Wardrobe 


CABINETS 


72” x 34” x 18”. Style 4ST 
shown, with 4 adjustable shelves. 
Also available, Wardrobe Type, 
Style 1WA, and Combination 
~— and Storage, Style 


a3\| 
fa 


Now Available! 


LOCKERS 


12° x 18° x 78°. 
Single Tier, 3 or 
more wide. 


Desk- 
Hiah 
CABINETS 
Maximum working and stor- 
age space, ee 
floor space! ° 
wide, 18” deep. $19.95 


STANDARD STEEL EQUIPMENT CO.INC. 
Dep’t GT, College Pt.,Long Island, N.Y. 
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USED BY 
AMERICA’S 
LEADING 


ena 


ARMA GEM ciiPs PFFICES «apa NO-SLIP CL! 
ARMA SNAGPROOF 


mre CCHy) = 


ARMA TAG WIRE 


ALL STANDARD GAUGES AND LENGTHS. EACH LENGTH 
PERFECTLY STRAIGHT WITH SMOOTH, EVENLY-CUT ENDS. 
1000 WIRES TO BUNDLE. GUARANTEED COUNT. ALSO 
CUT TO SPECIAL LENGTHS. HIGHEST QUALITY WIRE. 


Consult your jobber—or write to us. 


PITTSBURGH CUT WIRE CO. 


Plant No. 1 


1112-20 Galveston Ave. Pittsburgh (12) Pa. 


Plant No. 2 
123-129 Morris St. Jersey City, N. J. 


NEW! | PRESTO-CONTACT® 


The amazing (326X908) label for unusual labeling problems 


It’s wand-erful — just 
like magic! Lift off, 
press on, and it sticks 
instantly to paper, glass, 
wood, metal or plastics. 
Presto-Contact —the 
best news in labels since 
glue was discovered — 


CHAIR (0. 


Dept. 1 


1140 Broadway 
New York 1, N. Y. 


te 
WANT-AD OPPORTUNITIES Compa 
Rates are 10c a word. Minimum charge $2.00. Payable } on) 
in advance, Address replies to all Box Number ads ¢,} de 
OFFICE MANAGEMENT & EQUIPMENT, 260 Fifth Ay | 
. me | ance ¢ 
Employment Service Fire Ir 
SALAKIED PUSITLONS—$2,500-$25,000. This personal service @ § lin, Fi 
37 years’ recognized standing negotiates for supervisory, technical gy 
executive positions of caliber indicated. Procedure individualized 4, } treasU! 
your requirements. Modest fee protected by refund provision. Iden 
covered and present position protected. Write for details. R ance € 
BIXBY, INC., 292 Dun Bidg., Buffalo 2, New York. F 
EXCEPTIONAL OPPORTUNITY—Permanent Connection for Steady 
dependable salesman of carbon papers, ribbons, duplicating supplig | To H 
ete. Openings now available in Indiana, Kentucky, Illinois, Michigan : 
Salary, commission and expenses paid. Write in confidence, stating age 
Past and present connections, etc. INTERNATIONAL CARBON & 
RIBBON CO., INC., LOGAN, OHIO. has al 
SALESMAN—Part time or side line, to sell nationally advertised photo will h 
copying equipment (together with your other lines) to offices, banks 
and all other industries. Commission only. GENERAL PHOTO PROD. N. J, 
UCTS CO., Chatham, New Jersey. 
Lines Wanted Forn 
MANUFACTURERS REPRESENTATIVES WANTED: We have sevea 
key territories now open throughout United States—old line mannfae. 
turers of high quality and distinctive line.—Office, Hotel and Instity. has il 
tional furniture. Now accepting applications for protected territories 
We pay on commission basis—tenth each month—furnish photographs turer 
—all necessary sales data.—Only men with selling background in this Form 
business who can produce will be considered.—In your reply state 
>, SS references, items you are now selling. Box 2462, Hickory, | comp 
CALCUTTA, INDIA—Well established firm desires representation fo oppo 
Calcutta for the Manufacturers and Sole Exporters of Papers — gq} need 
varieties. Paperboards. Fountain Pens, Printing Inks, Stee] Office Furi. a 
ture, Pencils and other Stationery Goods. References: Guarantee Tron M 
Company of New York. Broadway, New York and Chartered Bank of dent. 
India, Australia & China. New York. N. Y. Please write with fal ’ 
details to THE RELIANCE COMMERCIAL AGENCY, 92 Harrison | Yet- 
Road, Caleutta, India. u 
AM INTERESTED in ageney for office machines. Write Facon, 68 = 
Boulevard de Waterloo, Bruxelles, Belgium. with 
WE ARE INTERESTED in general agency for office machines for M 
Switzerland. Hungerbuhler & Co., 32 Gartenstrasse, Zurich 2, Switzer 
land. Teiegram address: Presentant, Zurich. Effic 
Pre: 
is n 
Many Styles — Wood or Steel 
Also non-folding chairs, tablet 
armchairs, folding tables. 
PROMPT SHIPMENT 
FROM STOCK 
Specify Requirements 
When Inquiring 


requires no moistening. 


* Has been produced by ‘‘Contact 


Process’’. Pat. Pending 


WORKS LIKE MAGIC 


© Lift label from protective 
glassine sheet and press on. 

© Sticks firmly to any smooth, ® Can be removed without soak- 
non-porous surface. ing or scraping. 
Available in 3 round or 7 rectangular sizes. ‘ 


Order Presto-Contact now from your 
regular supplier, or write direct 
for illustrated circular and prices. 


Clever packaging mokes sheets 
easy to remove one of a time. 


© Remains tacky indefinitely; will 


not dry out and fall off. stamps, etc. 


Grged 
PoC xet 
Arrt Corners 


Will mount prints "Clear as Glass. 

tight or loose, Complete visibility 
“the name to stick with” negatives can Prints oF on 

’ filed in back. removable at he 
\ 100 in boxette 

100 of a color in Il for 5c. 
EURE Kia DEALERS! JOBBERS! envelope to sell for = 

10c. 


New PRESTO-CONTACT is 
going over big. Write for 
samples and prices. 


STATIONERY DIVISION, Dept. G 


Serenton, Penne. Order from your wholesaler or write 


ENGEL ART CORNERS MFG. CO., 4709-11 N. Clark 


Genuine Art Corners by ENGEL 
For Photo Albums, Scrap Books 


NATIONALLY ADVERTISED for mounting snapshots, postcards, clippings, 


Grged 
RANSP. 
Mart Corners 


St., Chicago ®, Ill. 
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annual Meeting and Election 

The annual meeting of the Association of Insurance 
Company Buyers was held in Worcester, Mass. The associa- 
tion elected the following officers for the 1947-48 term: 
president, Vincent Whitten, Massachusetts Bonding & Insur- 
ance Co., Boston; vice-president, J. H. Bartman, Phoenix 
Fire Insuance Co., Hartford, Conn.; secretary, G. L. Champ- 
jin, Factory Insurance Association, Hartford, Conn.; and 
treasurer, A. T. Williams, Connecticut General Life Insur- 
ance Co., Hartford, Conn. 


To Hold Conference 

E. G. Crapser, Pacific Fire Insurance Co., New York, 
has announced that the Insurance Accountants Association 
will hold a conference at the Hotel Brighton, Atlantic City, 
N. J, from October 8th to October 10th. 


form Efficiency Clinic 

The Arthur J. Gavrin Press, Inc., New Rochelle, N. Y., 
has inaugurated a service designed to help other manufac- 
turers effect economies within their own offices. The Gavrin 
Form-Efficiency Clinic will analyze all office forms of any 
company with a view to efficient consolidation, minimize 
opportunity for error, conserve typists’ time, and save money 
needlessly spent for inter-office forms. 

“Many large manufacturers,” says Arthur J. Gavrin, presi- 
dent, “concentrate their efforts on increasing their sales. 
Yet-very often—they are overlooking opportunities that 
would mean greater profits by simply reducing wastage 
within their organizations!” 

Manufacturers who wish to take advantage of the Form- 
Efficiency Clinic may write directly to the Arthur J. Gavrin 
Press, Inc., 46-50 Webster Ave., New Rochelle, N. Y.. There 
is no charge or obligation for the service. 


Available 


for immediate delivery! 


4 KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 


and other visible systems. 
Addressographs, Multigraphs, Mimeographs, Dictating 


machines, Steel Files, Lockers, and Shelving. 
All completely rebuilt and guaranteed by 
“The House That Confidence Built” 
Universal Office Equipment Co., Inc. 
7-9 Waverly Pl., New York 3, N. Y., GRamercy 3-3741 


FELDCO Loose Lec] CORP. 


444 NORTH CLARK STREET*+ CHICAGO 40, ILLINOIS 


August, 1947 


fs 
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Desk Tray 


Modern ® New ® Plastic 
Movable ® Swings 
@ Swivels ® 
At your local stationer and 
office furniture dealer or 
write us directly. 


Ant Steel Sales Corteration 


300 East 145 Street _ New York 51, N. Y. 


Set is composed of 
two trays, post 
and bracket. 


THE MAJESTIC LINE 


SECTIONAL POST 
BINDERS 


Canvas with Imita- 
tion Leather Corners 


CONSTRUCTION:—Oval 
shaped steel tubing. Highly 
polished Nickel Steel end 
caps. 

BINDING: Finest grade 
Blue Slate or Brown Canvas 
with Black Imitation Leath- 
er corners. Medium weight 
binder boards with rounded 
corners. 

POSTS:—Post sections pro- 
vide 2-inch capacity. 


METAL HINGES. 


All standard stock sizes avail- 
able for immediate delivery. 


Write for prices. 


MAJESTIC 
LOOSE LEAF INC. 
19-29 Rockwell Place, B'klyn, N. Y. 


Visible Reeord 


Easy 500 Cards 
Sal ick 
Stock Flexible =x 4" $ 3 45 
Credit a. Complete 


Use Handifax Cards only. Join together. File 
sheets of Cards on edge in correspondence 
folders. Visible Facts Inspire Profitable Acts. 
Use half-inch Visible Margin for Indexing—Color 
Signaling—Visible Tabulation of vital informa- 
tion. Ten years national use. 500 Cards one 
side Blank, one side Ruled: 6x4 in., $3.45; 8x4 
in., $4.40; 10x4 in., $5.30.. Order now. Send no 
money. Satisfaction Guaranteed. 


Write for Catalog. 


ROSS-GOULD CO. 
311 N. Tenth st. (OT. LOUIS 
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use the offset 
PLASTIPLATE* 


Remington Rand’s new direct image Plastiplate duplicates 

corrections so they can’t be detected, ‘‘dresses up” your 

copies to sparkle like fine-quality photographic work. 
Here’s why the patented Plastiplate gives you better 

duplication at less cost: 

1 Consistently better corrections that hold up for the length 
of run. 

2 A quality run under average condition at least equal to 
any plate you've ever used. 

3 No oxidation or “curl up’ —you file these plates easily. 

4 Top illustrating qualities—translucent plate surface re- 
sembles drawing paper, ideal for free hand or traced 
illustrating. 

To prove Plastiplate’s superiority, we will send you 3 

FREE direct image plates. 


Why PLASTIPLATE is BETTER 


This cross section of the newly-developed Remington Rand 
plastic plate shows: (1) a non-detectable correction that does 
not penetrate the (2) water and grease receptive plastic coat- 
ing. (3) The sturdy plastic-impregnated basestock prevents 
any stretching or “curl up” because it is impervious to water. 


Plastic Photographic Plates Too — Photographic offset 
Plastiplates eliminate the regraining and other nuisances of 
metal plates. Cut your costs and forget humidity problems. 

Get your free direct image Plastiplates now, or obtain 
information on how photographic plates can help you. 
Phone nearest Remington Rand office, or fill in and send 


us the coupon below. 
*Trade Mark 


Cheaper than metal, more dependable than paper 


meee eee ee BETTER thon BOTH! a eee ee 


Duplicator Supplies Division, 2 Main St., Bridgeport 1, Connecticut 


Seng me without charge 3 direct image Plastiplates. | use a 
typewriter, and a ribbon of (] cloth fabric _[) carbon paper 
My offset machine is a Model No. 
© Send information on photographic Plastipistes. 
Firm Name ; 
| 
City. Zone___ State. 


SEND COUPON TODAY FOR YOUR FREE PLASTIPLATES! 
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Yawman & Erbe Mfg. Cog 
Inc. 2nd a 


New York office. 


260 Fifth Avenue 


OCTOBERISSUE 
Closing Date 
September 3rd 


Please prepare your copy now and 
send complete instructions to our 


4 OFFICE MANAGEMENT & EQUIPMENT 


New York 1, N. Y. 


OFFICE MANAGEMENT AND EQUIPMENT 


August, 1 947 i 


7 4 ms ree # an , 
Sa 
o - - 7 for - 
4  PARRECTIONS : 
‘ - COR ae a 
- ; you'll never . 
Aj ae nai — | 
: < q 1\- st 
' j pice. 
- The 
ia q aspol!i! 
Be : jlent! 
* - It's 
a - pice ¢ 
= 
P 
my ES Bie eee 
ig Br i a / 
; Fo i 
24 oa i i 
ae . 
: ; a | 
E Reminglon Rand 7 ! 
eo - 
= cm : a i } 
7 ‘ g j ) 
+. es ERR ACE POA Oe CCR Ler 
a “Soe A-8 
a - . 
+. = |. 
a — 
i “ad i 82 ee 
= . i i I — ig 
— J a a > aes: 


Ine... 
cis} ON THE suepiont OF 
BB. ot 

é 
cl AMERICA’S BUSY FUTURE ; 
Ca.: 3 } 
a he striking beauty, the distinctive styling of the Browne-Morse ' 
bres. Modern American” Steel Desk enhance the appearance of any | 

4 nice. Its streamlined unified construction gives it the ability to take 

ty ad wear and abuse. 


Co., Ine The “Modern American” adds to the efficiency of any office. Drawers 

pond to the slightest pull ... open and close smoothly and 
ently. Complete interchangeability of drawers gives you the con- 
mience of an arrangement that fits your needs. 


It's no wonder that modern executives who are really interested in 
bfice efficiency are saying: ‘’Here’s the desk for me.” 


a  — 
| = 


seeeeee 


A quick glance at the colorful pages 
of the new “Modern American” bulle- 
tin will show you the many advan- 
tages this distinctive desk has for you. 
A free copy will be sent you upon 
request. Write today. 


Browne-Morse 


IT Architects of Efficiency for America’s Office 

. ¥. | MUSKEGON MICHIGAN 

ee ~ 
s#, 1947 


MANUFACTURERS OF STEEL OFFICE EQUIPMENT AND FILING SUPPLIES FOR OVER 38 YEARS 
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What makes 


Leader? 


hoa Colter... 


It’s personal skill . . . rhythm in action, 
coordination . . . relaxation. It’s experience... 
know-how, practice, constant improvement 

..attention to details. And it’s determination... 
to win... to be a leader. 


Le __Underwood \: 


“It’s got rhythm” . . . Rhythm Touch! an im- 
portant Underwood feature, made possible by 
a brand-new typing mechanism. Fast, feather- 
light,-delightful . . . your fingers swing natu- 
rally into effortless typ- 
ing rhythm on this per- 
fectly balanced, smooth- 
running post- -war Under: 
wood. Now available... 
as well as the popular 
Underwood Noiseless 
and treasured Under- 
wood Portable. 


. Leader of the World.” 


Choose the New Post-War Underwood 


lo a Yyewrier... 


It’s manufacturing skill . . . that gives you 
rhythm in action, coordinated ke stroke, pets 
fectly balanced for accurate, speedy performang 


It’s manufacturing experience . . . seasoné 
know-how gained during more than fifty yea 
in making more than six million Underwood 
Typewriters . . . and understanding the 
typewriting problems of business in general, 
and secretaries in particular. 


It’s manufacturing determination to 
excel . . . to give you the best typewriter that 
engineering science can conceive and 
produce . . . the Underwood. 


Underwood has them all . . . the qualification 
that make today’s Underwood Typewanna 
masterpieces of typewriter engineering . 
treasure to own and a pleasure to use. The chia 
that make today’s Underwood “Typewriter 


e/ 


Underwood Corporationi= 


Typewriters ... Adding Machines . . . Accounting 
chines .. . Carbon Paper .. . Ribbons ‘and other Suppli 
One Park Avenue New York 16, N. 
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